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Chapter-1 Getting To Know Excel 2013

Introduction

Excel 2013 is a spreadsheet program that allows you to store, organize, and analyze information. While
you may believe Excel is only used by certain people to process complicated data, anyone can learn how to take
advantage of the program's powerful features. Whether you're keeping a budget, organizing a training log, or
creating an invoice, Excel makes it easy to work with different types of data.

Getting to know Excel 2013

Excel 2013 is similar to Excel 2010. If you've previously used Excel 2010, Excel 2013 should feel familiar. If you
are new to Excel or have more experience with older versions, you should first take some time to become familiar

with the Excel 2013 interface.

javierfloresi 38 @gmail.com
Calendars. Switch account

The Excel interface

When you open Excel 2013 for the first
time, the Excel Start Screen will
appear. From here, you'll be able to
create a new workbook, choose

a template, and access

your recently edited workbooks.
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Welcome to Excel
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° From the Excel Start Screen,
locate and select Blank TS MoviELST -
workbook to access the Excel rers
interface. .
Oscars ballot predictor app Mavie list app =
The Ribbon
: New Workbook - Excel TBETOOL B - O X
Excel 2013 uses a tabbed Ribbon HOME | INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  DESIGN Javier Flores » %
Ribbon contains multiple tabs, ) tD[E cBIU- Ap =E=E=E- §$-% * DromatesTabler X Delete g
each with several groups of aste & s P €0 i
. v - &= = L3 Y v - L3 -
commands. You will use these tabs 4 4 o ECEHSMES B Format
to perform the most common Clipboard & Font G Mignment & MNumber & Styles Cells A

tasks in Excel.

The Home tab gives you access to some of the most commonly used commands for working with data in Excel 2013,
including copying and pasting, formatting, and number styles. The Home tab is selected by default whenever

you open Excel.
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------ Auto-hide Ribbon

To minimize and maximize the Ribbon: - P Hide the Ribbon, Click at the top
EEIEE' Ex IEI Autg of the application to show it.
The Ribbon is designed to respond to your current task, Insert Delete Farmat : F Show Tabs
but you can choose to minimize it if you find that it - - - & Clea Show Ribbon tabs only. Click a
takes up too much screen space. Cells tab to show the commands,

E Show Tabs and Commands
Show Ribbon tabs and

1. Click the Ribbon Display Options arrow in the !
commands all the tirme.

upper-right corner of the Ribbon. T u v . .~ . }




SARVA EDUCATION (SITED) (An LT & Skill Advancement Training Programme)

2.

Select the desired minimizing option from the drop-down menu:

Auto-hide Ribbon: Auto-hide displays your
workbook in full-screen mode and completely hides
the Ribbon. To show the Ribbon, click the Expand
Ribbon command at the top of screen.

Show Tabs: This option hides all command
groups when they're not in use, but tabs will remain
visible. To show the Ribbon, simply click a tab.

Ribbon is hidden and
workbook appears in
full screen

Click the Expand
Ribbon command to
show the Ribbon

New Workbook - Excel

PAGE LAYOUT FORMULAS DATA

REVIEW VIEW

Click a tab to
show the Ribbon

The Quick Access toolbar

Show Tabs and
Commands: This option
maximizes the Ribbon. All
of the tabs and commands
will be visible. This option
is selected by default
when you open Excel for
the first time.

Located just above the Ribbon, the Quick Access toolbar lets you access common commands no matter which
tab is selected. By default, it includes the Save, Undo, and Repeat commands. You can add other commands
depending on your preference.

H © c Mew Workbook - Excel
) h Customize Quick Access Toolbai
To add commands to the Quick Access toolbar: HOME | 1l Customize Quick AccessToolbar  |AS ~ DATA  RE
'“‘D 36 Calibri Mew neral | EE Cond
. . iy - Open .
1. Click the drop-down arrow to the right of Paste B B Il % > [EFom
- ]
the Quick Access toolbar. . W 4 v Save B [ cell g
o Email o
2. Select the command you want to add from the Clipboard i - pumber 1
drop-down menu. To choose from more commands, |/ - Quick Print
select More Commands. Print Preview and Print I
A |I B Spelling F G
1
3. The command will be added to the Quick Access 2| * v Undo
toolbar. 5 v Redo
Sort Ascending
H% &-3a- 4
h 5 Sort Descending
HOME  INSE PAGF L AVALIT 6 Toueh/Mosee Mod
. . . ouch/Iviouse ode
Print Preview and Print 7
s Moere Commands...
AL M % o Show Below the Ribbon
10
11

Backstage view

Backstage view gives you various options for saving, opening a file, printing, and sharing your workbooks.

To access Backstage view:

1.

Click the File tab on the Ribbon. Backstage

view will appear.

H - &~ =
HOME INSERT PAGE LAYOUT
| calibri e Wy
’ B I U~ D - A~
Clipboard = Font [
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Info

Click the buttons in the
interactive below to learn more
about using Backstage view.

New

Open

Save

Save As

Print.

Share

Expart

Close

Account

Options

MNew Workbook - Bxcel

New Workbook
Desktop
Protect Workbook
} Control what types of changes
Protect people can make to this workbook.
Workbook =

Inspect Workbook

Before publishing this file, be aware
that it contains:

&

Check for

Issues - Dacument properties, author's

name and absolute path
Centent that people with
dizabilities find difficult to read

—xj Versions

al 7] There are no previous versions
Manage of this file.

Versions

?2 -

o x
Javier Flores - %

Properties -

Size 7.46KB

Title Add a title
Tags Add atag
Categories Add a category

Related Dates
Last Modified Today, 3:00 PM
Created Today, 3:00 PM

Last Printed

Related People
Author i
Javier Flores
Add an author

Last Medified By Javier Fl
avier rlores

Worksheet views

Excel 2013 has a variety of viewing options that change how your workbook is displayed. You can choose to view

any workbook in Normal view, Page Layout view, or Page Break view.
These views can be useful for various tasks, especially if you're planning

to print the spreadsheet.

° To change worksheet views, locate and select the
desired worksheet view command in the bottom-right corner of the

Excel window.

Page
Layout
view

N\

Page

Break

view
i

——+

o

Click the arrows in the slideshow below to review the different worksheet view options.

Roster - Excel ? B - O X

HOME = INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  Javier Flores ~ %

X
o By~ B I U~ A A
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Clipboard Font [
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7 Cell Styles ~ . .

Styles
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Btime

Friday, June 17, 2011 6:00 PM

Cavaliers

Saturday Saturday, August 13,2011 2:00PM

Caolts

Saturday Saturday, June 25,2011  2:00 PM

Giants

Saturday Saturday, July 09,2011 2:00 PM

Marlins

Saturday Saturday, July 02, 2011  2:00 PM

Bulls

Saturday Saturday, July 16,2011 10:00 AM

Eagles

Saturday Saturday, July 23, 2011 10:00 AM

1
2
3
4
5
6
7
8
2]

Hawks

Saturday Saturday, August 20, 2011 10:00 AM

Lightning

Saturday Saturday, August 06, 2011  10:00 AM

Marlins

Friday Friday, August 12, 2011  6:00 PM

Cavaliers

Saturday Saturday, June 25,2011 2:00PM

Eagles

Saturday Saturday, July 02,2011 2:00 PM

Giants

Saturday Saturday, August 20,2011 2:00 PM

Hawks

Saturday Saturday, August 06,2011 2:00PM

Jets

Saturday Saturday, July 30, 2011  2:00 PM

Tigers

Saturday Saturday, July 09,2011 2:00 PM

| sheets | Sheetl

Sheetz | she.. @ (] D
H M -—F—+ 100%
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Normal view: This is the default view for all worksheets in Excel.

Roster - Excel T EH - O X
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW  Javier Flores - %

= % Cnnditiona\ Formatting = E' %

B I U- A A [Z4 Format as Table~
- A A Alignment Mumber -+ Format as Table

I - A - - - [EFceistyles-

Clipboard Font Styles

Cells  Editing

H8

[ o E

Lightring Saturday Saturday, Julw 30,2010 Z:00PM
Marlins Saturday Saturday, July 03,2011 2:00PM
Tigers Saturday HHHEEHHHRE Z:00PM
Bears Saturday Saturday, July 23, 2011 10:00 AM
Hawks Saturday Saturday, July 16, 2011 10:00 AM
Jets Saturday SRR 10:00 AM
Giants Lightning Friday, Auguet 12,2011 6:00PM

Giarts Tigers Friday Friday, June 24,2011 600 P

Giants Bears Saturday Saturday, July 03,201 2:00PM
Giants Bulls Saturda, SRR 2:00PM

Giants Jets Saturday Saturday, July 02,2011 2:00PM

Giants Cavaliers Saturday Saturday, July 23, 2011 10:00 AM
Giants Cailts Saturda, Saturday, July 16, 2011 10:00 A
Giant I arlin: Fordan A0 0026

| sheets | Sheeti | sheetz | she .. @ A1 ]

READY  PAGE: 4 OF6

Page Layout view: This view can help you visualize how your worksheet will appear when printed. You can also
add headers and footers from this view.

= Roster - Excel ?T H - 0O X
HOME IMSERT PAGE LAYOUT FORMULAS DATA REWIEWS WVIEW  Javier Flores ~ %

'“'D X |calibri Ju -] [ = o  FEConditional Formatting~ 12 g4

g~ B I U- A (27 Format as Table -

Paste 2 - Aa Alignment Murmber +f Format as Table Cells  Editing
~ D A~ - - [Eécellstyles~ - .

Clipboard = Font Styles

H8

o E
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10:00 A
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Eears Lightning turday  HHEEEEEE R 1000 AN
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Eulls Canaliers Saturday  Saturday, June 25, 2011 2:00 PR
Eulls Eagles Saturday | Saturday, July 02, 2011 200 PR
Eullz Giants Saturday HHEEEEEEEEHEEEE 200 P
Bulls Hawks Saturday  HHEEEEEE SR 200 P
|Erulls Jdets Saturday  Saturday, July 30, 2011200 PT.
Eull= Tigers Saturday  Saturday, July 03, 201 200 PR
Eulls Bears Saturday Saturday, July 18, 2011 10:00 AR
Eulls Lightning Saturday | Saturday, June 13, 2011 10:00 AR
Cavaliers Eagles Friday Friday, August 05, 2011 6:00 P
Cavaliers Hawks Friday Friday, June 17, 2011 &:00 F1
Cavaliers Eears Saturday  HEHEER R 200 PR
Cavaliers rday, June 25, 2011 200 PR
Caualiers i i turday, July 168, 2011 Z:00 PR
Cavaliers b 'ﬂurdag. July 02, 2011 Z:00 PN
Cavaliers Saturday  H#REREEHEREEREE 10:00 AN
Cavaliers i Saturday | Saturday, July 23, 201 10:00 AR
Cavaliers Saturday  Saturday, July 09, 2011 10000 AR
Colts Lightning Friday Friday, July 01, 2011 &:00 PR
Cuolts Bears Saturday  Saturday, June 25, 2011 2:00 Pral
Colts Eagles Saturday  HHEEHEEE Z:MMl
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Sheets | Sheetl | Sheetz | She ... (¥ [«

Page Break view: This view makes it easy to change the location of page breaks in your workbook, which is
especially helpful when printing a lot of data from Excel.
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Chapter-2

Introduction

Creating and Opening Workbooks

Excel files are called workbooks. Whenever you start a new project in Excel, you'll need to create a new
workbook. There are several ways to start working with a workbook in Excel 2013. You can choose to create a
new workbook—either with a blank workbook or a predesigned template—or open an existing workbook.

To create a new blank workbook:

1. Select the File tab. Backstage view will appear.

2. Select New, then click Blank workbook.

New

Search for online templates

Suggested searches:  Budget

Invoice

Calendars

Expense

List

A -]

C

Print

Share

G koW

tour

Take a

Blank workbook

To open an existing workbook:

In addition to creating new workbooks, you'll often need to open a workbook that was
saved. To learn more about saving workbooks, visit our lesson on Saving and

Workbooks.
1. Navigate to Backstage view, then click Open.
2.

‘Welcome to Excel

H = c =
HOME IMNSERT PAGE LAYOUT
[ calibri -l - A A
B I U -~ - - A -
Clipboard = Font =
3. A new blank workbook will
appear.
previously
Sharing

as SkyDrive) to open files stored on your OneDrive.

Open
® Recent Workbooks EI‘;l Computer
Current Folder

ﬁ Javier Flores's OneDrive Desktop

Recent Folders

Etl Computer
=

ofe addapace

Desktop

My Documents

Browse

Print

Select Computer, then click Browse. Alternatively, you can choose OneDrive (previously known

3. The Open dialog box will appear. Locate and
select your workbook, then click Open.

t

Organize +

& Downloads ~
& Google Drive
%‘7‘_ Recent places

= Libraries

..« MyDocuments b Javy's Documents v
New folder

family budget
heme loan comparison

trava\ expenses

@ Documents

J‘ Music

[ Pictures

I Videos

v

¢

Search Javy's Documents

p

B - M @

File name: | home loan comparison

v| | A Excel Files v

Tools

A ‘ Open QH | Cancel |
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_6-
@ T Recent Workbooks
) 5 Rost
If you've opened the desired workbook % D:’;j; N
recently, you can browse your Recent &, Javier Flores's OneDrive
Workbooks rather than search for the % Mew Waorkbook
fil Desktop
ile. -
E;l Computer )@ Customer Satisfaction
Javier Flores's SkyDrive
5 Utilites Budget
+ Add a Place % Javier Flores's SkyDrive » Documents

©

Info

To pin a workbook: O
pen
If you frequently work with the same

workbook, you can pin it to Backstage view
for faster access.

New

@ Recent Workbooks Recent Workbooks

% family budget

My Documents » Misc » Javy's Documents

Open

Home loan comparison
My Dacuments » Misc = Javy's Documents

1. Navigate to Backstage view, then e & avierFloress OneDrive E
click Open. Your recently edited
workbooks will appear.

Save As

| Computer My financial portfolio
Print E“ %

My Documents » Misc » Javy's Documents

2. Hover the mouse over

the workbook you want to pin. A pushpin icon -

will appear next to the workbook. Click the pushpin icon.

3. The workbook will stay in Recent
Open Workbooks. To unpin a workbook,
simply click the pushpin icon again.
@ Recent Workbooke Recent Workbooks
% family budget - Open
My Documents » Misc » Javy's Documents %
& Javier Flores's OneDrive

% Home loan comparison

Iy Documents » Misc » Javy's Documents @ Recent Workbooks Recent WO"kbOOkS
1 computer My financil portalio g e :
My Documents = Misc » Javy's Documents My Documents s Misc » Jwy's Documents

& Javier Flores's OneDrive

E Home loan comparison
- . My Documents » Misc = Javy's Documents
You can also pin folders to Backstage view for faster access.

From Backstage view, click Open, then locate the folder you ﬁ:‘ Computer My financial portfolio
want to pin and click the pushpin icon.

My Documents » Misc » Javy's Documents

OpEﬂ Using templates

E:, Computer A template is a predesigned spreadsheet you can use
@ Recent Warkbooks = to create a new workbook quickly. Templates often
Current Folder include custom formatting and predefined formulas,
so they can save you a lot of time and effort when
& Javier Flores's OneDrive Deskiop

starting a new project.

Recent Folders

Fj Computer To create a new workbook
b Javy's Documents

" from a template:
My Documents = Misc » Javy's Dacuments I}
Deskto Pin this item to the list . R ¥
+ Add 2 Place b 1. Click the File tab to
My Documents

access Backstage view. HOME ~ INSERT ~ PAGELAYOUT

@v
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2. Select New. Several templates
will appear below the Blank
workbook option.

3. Select a template to review it.

4. A preview of the template will
appear, along
with additional information on
how the template can be used.

5. Click Create to use the selected
template.

Print

Share

Account

Options

ST

New

Search for online templates

Calendars

Suggested searches:  Budget Inwvoice

L7 | \

Mew Workboo

Expense List Loan

Blank workbook

Welcome to Excel

My financial portfolio -

Emplayee training tracker

|Lr

M

FORTFOIIC

IS 28,83 @ 000%

NEWS
ler securily symbsel P-4

CROSOFT CORPORATION L

My financial portfalio
Provided by: Microsoft Corporation

PROVIDER DESCRIPTION

This template contains an Excel app for Office that
connects to internet data. It allows you to add and
track the stocks and funds in your investment
portfolio. It includes quotes, charts, and all the
latest news on your positions courtesy of Bing
Finance. Customize the fields you'd like to see in
the table using the drag and drop feature. Take
control of your investrments.

e am mE am Download size: 60 KB
Peewiows  52Week  52Week  Warkes !
i S P - Rating: ¢ ¥% (169 Votes)
4 More Images »
Create
6. A new workbook will appear with
the selected template. NeW
You can also browse templates
by category or use the search bar to &% Home  family budget Jol

Co

find something more specific.

It's important to note that not all
templates are created by Microsoft. Many
are created by third-party providers and
even individual users, so some templates
may work better than others.

mpatibility mode

EMITH FAMILY BIDORT

Monthly
College Budget

T
52,425

SO —

Family budget

- Mongthly college budget

Category

Budget

Business

Calculator

Industry

Expense
Finance - Accounting
Personal

Small Business

Chart

2
46
45
33
31
29
25
22
20

Sometimes you may need to work with workbooks that were created in earlier versions of Microsoft Excel, such as
Excel 2003 or Excel 2000. When you open these types of workbooks, they will appear in Compatibility mode.
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Compatibility mode disables certain features, so you'll only be able to access commands found in the program
that was used to create the workbook. For example, if you open a workbook created in Excel 2003, you can only
use tabs and commands found in Excel 2003.

In the image below, you can see that the workbook is in Compatibility mode. This will disable some Excel 2013
features, such as spark lines and slicers.

mployee Sales|[Compatib ity Modc] § Exce In order to exit Compatibility mode, you'll

need to convert the workbook to the
current version type. However, if you're

| f? e s X: | D ]: ]E ]E |_-_|Y collaborating with others who only have

W b i . wi . _ access to an earlier version of Excel, it's
Recommended . PivotChart | Power Line Column Win/ Slicer Timeline . ks
Charts L R - View Lass best to leave the workbook in Compatibility
Charts 5 |Reports sparklines Filters mode so the format will not change.

To convert a workbook:

If you want access to all of the Excel 2013 features, you can convert the workbook to the 2013 file format.

Note that converting a file may cause some changes to
g y g HS - =

the original layout of the workbook. N
HOME = INSERT  PAGELAYOUT

1. Click the File tab to access Backstage view. &D . |Ca|ibri v|11 ~| A A
EER
Paste - B I U- fo. A .
2. Locate and select Convert command. 7
Clipboard = Font e
Emplayes_Sales [Compatibility Mode] - Excel 3. The Save As dialog box will appear.
Select the location where you want to
save the workbook, enter a file
name for the presentation, and
click Save.
Info ; :
@ v L« AdWorks ¢ Sales v ()| Search Sales p
Employee_Sales
Desktop Organize v New folder By @
h Sa\esData
o o Libraries
Compatibility Mode E Domers
“r Some new features are disabled to prevent prablems J; Music
Convert when wgrking. wi.th previous versions of Office, i Pt
Converting this file will enable these features, but § Vs
E— may result in layout changes. v
File name: | Employee Sales | v‘
Protect Workbook Saveastype: |Exce| Workbook v‘
} Control what types of changes people can make to Authors: Add an author Tags: Addatag
Protect this workhook,
Workbook * [ ]5ave Thumbnail
% Hide Folders Tooks

4. The workbook will be converted to the newest file type.
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Chapter-3 Saving and Sharing Workbooks

Introduction

Whenever you create a new workbook in Excel, you'll need to know how to save it in order to access and edit it
later. As with previous versions of Excel, you can save files locally to your computer. But unlike older versions,
Excel 2013 also lets you save a workbook to the cloud using OneDrive. You can

also export and share workbooks with others directly from Excel.

OneDrive was previously called SkyDrive. There's nothing fundamentally different about the way OneDrive works—it's just
a new name for an existing service. Over the next few months, you may still see SkyDrive in some Microsoft products.
Save and Save As

Excel offers two ways to save a file: Save and Save As. These options work in similar ways, with a few important
differences:

Save: When you create or edit a workbook, you'll use the Save command to save your changes. You'll
use this command most of the time. When you save a file, you'll only need to choose a file name and location
the first time. After that, you can just click the Save command to save it with the same name and location.

Save As: You'll use this command to create a copy of a workbook while keeping the original. When
you use Save As, you'll need to choose a different name and/or location for the copied version.

To save a workbook:

It's important to save your workbook whenever you start a new project or make changes to an existing one.

Saving early and often can prevent your work from being lost. You'll also need to pay close attention to where
you save the workbook so it will be easy to find later.

- 3- [d =
1. Locate and select the Save command on the Quick Access HOME INSERT
toolbar.
X
Bg- B I U~ A
2. If you're saving the file for the first time, the Save As pane will Paste - 2. B
appear in Backstage view. —
3. You'll then need to choose where to save the file and give it Cipboard & Font

a file name. To save the workbook to your computer, select Computer, then click Browse.
Alternatively, you can click OneDrive to save the file to your OneDrive.

Bookl - Bxcel

Save As

(=

E;I Computer

Open & Javier Flores's OneDrive
Recent Folders
Save =
E Computer Javy's Documents
Feralls - My Documents » Misc » Javy's Document:

Desktop
Pri Add a Place
fnt + My Documents

Share

Export

Close
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xg
4. The Save As dialog box will appear.
Select the location where you want to
save the workbook.
5. Enter a file name for the workbook, then
click Save.
6. The workbook will be saved. You can

click the Save command again to save
your changes as you modify the workbook.

You can also access the Save command by
pressing Ctrl+S on your keyboard.

[~ Hide Folders

210 -

T L « MyDocume.. » Javy's Documents v

¢

Search Javy's Documents

p
@

Organize New folder

B ~

%l Recent places A

fam\\y budget
trave\ ExXpenses

- Libraries
e e e  Choose alocation and
& Music then type afile name
[ Pictures
& videos
v
File name: v
Save as type: | Bxcel Workbook v

Authors: Add an author Tags: Addatag

[[] Save Thumbnail

Tools = Save

Using Save As to make a copy

If you want to save a different version of a workbook while keeping the original, you can

create a copy. For example, if you have a file named
as Sales Data 2 so you'll be able to edit the new file
version.

To do this, you'll click the Save As command in Backstage view. Just like when saving a

file for the first time, you'll need to choose where to
name.

To change the default save location:

If you don't want to use OneDrive, you may be frust

Sales Data, you could save it
and still refer back to the original

save the file and give it a new file

Print

rated that OneDrive is selected as the default location when

saving. If you find it inconvenient to select Computer each time, you can change the default save

location so Computer is selected by default.

1. Click the File tab to H 9 &=
access Backstage view. HOME | INSERT PAGE LAYOUT
L - -
N |calibri Ju cJA A
p =
aste B I U-~ {1) . .
2. Click Options. - = A
Clipboard Font [P

save location will be

The Excel Options dialog box will appear. Select Save, check the
box next to Save to Computer by default, then click OK. The default

changed.

General
Formulas

Proofing

Language

Advanced
Customize Ribbon
Quick Access Toolbar

Add-Ins

Sve f—"

E Customize how workbooks are saved.

Save workbooks

‘ Excel Workbook

nformation every minutes

dtosaved version if | close without saving

[v]

Click Save, then
check the box

AutoRecover file location:

| Ay sers\ane’ael\AppData\Roaming\Min|

[ ] Don't show the Backstage when opening or saving files

Show additional places for saving, even if sign-in may be required.

Save to Computer by default v
“
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AutoRecover

Sl -

Excel automatically saves your workbooks to a temporary folder while you are working on them. If you forget to

save your changes or if Excel crashes you can restore the file using AutoRecover.

To use AutoRecover:

1. Open Excel 2013. If autosaved versions of a file are found, the Document Recovery pane will
appear.
2. Click to open an available file. The workbook will be recovered.

H S & & -
HOME IMNSERT PAGE

&D gé } |Euphemia

Past

avse - B I U~
Clipboard s Font
AL -

Document Recovery

Excel has recovered the following files,
Save the ones you wish to keep.

Awvailable Files

family budget.xlsx [Origi
WVersion created last time
2/11/2013 3:27 PM

Exporting workbooks

By default, Excel workbooks are
saved in the .xlsx file type. However, there may be times when you need to use another file type, such as
a PDF or Excel 97-2003 workbook. It's easy to export your workbook from Excel in a variety of file types.

To export a workbook as a PDF file:

By default, Excel autosaves every 10 minutes. If you are editing a
workbook for less than 10 minutes, Excel may not create an autosaved

version.

If you don't see the file you need, you can browse all autosaved files
from Backstage view. Just select the File tab, click Manage
Versions, then choose Recover Unsaved Workbooks.

Info

<0
Browser View
Options

] There are no previcus versions of this file.

#~j| Browse recent unsaved files

Pick what users can see when this workbook is viewed on the Web.

Exporting your workbook as an Adobe Acrobat document, commonly known as a PDF file, can be especially
useful if you're sharing a workbook with someone who does not have Excel. A PDF will make it possible for
recipients to view but not edit the content

of your workbook.

1. Click the File tab to
access Backstage view.

2. Click Export, then select Create Save As

PDF/XPS.

Info

New

Open | T PDF/XPS Document

nes

Save

Print

Share

Export

Close

Export

B‘ Change File Type

Create a PDF/XPS Document

Preserves layout, formatting, fonts, and images
Content can't be easily changed

Free viewers are available on the web

LD
Create
PDF/XPS
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Choose a location,

click Publish

type a file name, then

S12 -

Search Javy's Documents

EE ~

3
@

XH
@ = 1 | « Documents b Javy's Documents v &
QOrganize v New folder
%) Documents <1
Jﬁ Music
[E=] Pictures
3. The Save As dialog box will appear. B videos
Select the location where you want .
- B Camnnter
to export the workbook, enter a file L Comnn
File name: | home loan comparison

-

name, then click Publish.

Save as type:

PDF

'+ Hide Folders

Open file after
publishing

Optimize for: (@) Standard (publishing
online and printing)

(O Minimum size
(publishing enline)

oy

Tools ~ || Publish

Cancel

By default, Excel will only export

the active worksheet. If you have multiple worksheets and want to save all of them in the same PDF file,
click Options in the Save as dialog box. The Options dialog box will appear. Select Entire workbook, then

click OK.

[Optimize for: (@) Standard (publishing
cnline and printing]

() Minimum size
({publishing enling)

ls

() Active sheet(s)

I:| lgnore print areas
Include non-printing information

Document properties

Document structure tags for accessibility
PDF options

[ 150 19005-1 compliant (PDF/A)

ok | cancl
3

To export a workbook in other file types:

Whenever you export a workbook as a PDF,

you'll also need to consider how your workbook
data will appear on each page of the PDF, just
like printing a workbook. Visit our Page

Layout lesson to learn more about what to

consider before exporting a workbook as a PDF.

You may also find it helpful to export your workbook in other file types, such as an Excel 97-2003 workbook if
you need to share with people using an older version of Excel, or a .CSV file if you need a plain-text version of

your workbook.

1. Click the File tab to access Backstage view.
2. Click Export, then select Change File Type.

Print

Export

™

E Change File Type

Create PDF/XPS Document

N
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3. Select a common file type, then click Save As.

4. The Save As dialog box will appear.

Change File Type

Workbook File Types

Workbook
Uses the Excel Spreadsheet format

OpenDocument Spreadsheet
Uses the OpenDocument Spreadsheet

Select the location where you want to
export the workbook, enter a file
name, then click Save.

Excel97-2003 Workbook
E Uses the Excel 97-2003 Spreadsheet format
s ®

Template
Starting point for new spreadsheets

v 1 L « MyDocuments » Javy's Documents v e

Organize * New folder

S13-

Search Javy's Documents

BE ~

% Text (Tzb delimited) CSV (Comma delimited)
Teut format separated by tabs Text format separated by commas
Formatted Text (Space delimited) B Save as Another File Type

Teut format separated by spaces 4

B Select a common file type,

B s then click Save As to export

Save As

8 Comnuter
File name:
Save astype:

Authors;

‘= Hide Folders

v

format %l Recent places ™ X
No items match your search.
w-=| Macro-Enabled Workbook @ Binary Workbook
LT Macro enabled spreadsheet Optimized for fast loading and saving Eéil;anes t Choose a location,
? M"“m - * type a file name, then
Other File Types i e click Save
ictures
B videos

@

home loan comparison y

Excel 97-2003 Workbook

Javier Flores

[[]5ave Thumbnail

Tags: Addatag

\J

You can also use the Save as type: drop-down menu in the Save As dialog box to save workbooks in a

variety of file types.

~ 1 L &« MyDocuments » Javy's Documents

Organize ~ New folder

“Zl Recent places A

(4 Libraries
@ Documents

J Music

|=| Pictures
' Videos

18 Computer M

v O Search Javy's Documents o

Mo items match your search.

#- @

File name: | home loan comparison

Save as type: | Bxcel 97-2003 Workbook

Excel Workbook

Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

XML Data

Single File Web Page

‘Web Page

Excel Template

Excel Macro-Enabled Template
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003

Microsoft Excel 5.0/95 Workbook
C5V (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)

Text (M5-DOS)

Authors:

#~ Hide Folders

Sharing workbooks

Excel 2013 makes it easy to share and collaborate on workbooks using OneDrive. In the past, if you wanted to
share a file with someone you could send it as an email attachment. While convenient, this system also
creates multiple versions of the same file, which can be difficult to organize.
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When you share a workbook from Excel 2013, you're actually giving others access to the exact same file. This
lets you and the people you share with edit the same workbook without having to keep track of multiple
versions.

In order to share a workbook, it must first be saved to your OneDrive.

To share a workbook:

1. Click the File tab to access Backstage view, then click Share.

2. The Share pane will appear.

Click the buttons in the interactive below to learn more about different ways to share a workbook.

Share

Roster Invite People
Javier Flores's SkyDrive Type names or e-mail addresses

| ffa@| EE | Canedit -~
Share

Include a personal message with the invitation

."‘,.. Invite Peaple

GO (Get a Sharing Link

| Require user to sign in before accessing document,

S

Post to Social Netwaorks

®
&

Email Share

[y
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Chapter-4 Cell Basics

Introduction

Whenever you work with Excel, you'll enter information—or content—into cells. Cells are the basic building
blocks of a worksheet. You'll need to learn the basics of cells and cell content to calculate, analyze, and
organize data in Excel.

Understanding cells

Every worksheet is made up of thousands of rectangles, which are called cells. A cell is the intersection of
a row and a column. Columns are identified by letters (A, B, C), while rows are identified by numbers (1, 2,

3).

H % &-
HOME LU | AvouT  FORMULAS

M i3

c‘ o Each cell has its own name—or cell address—based on its column and
row. In this example, the selected cell intersects column C and row 5, so
the cell address is C5. The cell address will also appear in the Name box.
Note that a cell's column and row headings are highlighted when the
cell is selected.

BowW R

[=1]

You can also select multiple cells at the same time. A group of cells is known as a cell range. Rather than a
single cell address, you will refer to a cell range using the cell addresses of the first and last cells in the cell
range, separated by a colon. For example, a cell range that included cells A1, A2, A3, A4, and A5 would be
written as A1:A5.

In the images below, two different cell ranges are selected:

° Cell range A1:A8

° Cell range A1:B8
Al -
A E C

1 Al -
2
3 A B =
‘; 1
6 2 If the columns in your spreadsheet are labeled with
7 3 numbers instead of letters, you'll need to change the
: 4 default reference style for Excel

5

6

7

8

9

To select a cell:

To input or edit cell content, you'll first need to select the cell.
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1. Click a cell to select it.

B3
2. A border :.l will appear around the selected cell, and

the column heading and row heading will be highlighted. The cell
will remain selected until you click another cell in the worksheet. 1

You can also select cells using the arrow keys on your keyboard.

To select a cell range:

Sometimes you may want to select a larger group of cells, or a cell range.

1. Click, hold, and drag the mouse until all of the adjoining cells you
want to select are highlighted.

2. Release the mouse to select the desired cell range. The cells will
remain selected until you click another cell in the worksheet.

Cell content

216 -

Al

[ RS R R

Any information you enter into a spreadsheet will be stored in a cell. Each cell can contain different types
of content, including text, formatting, formulas, and functions.

° Text

Cells can contain text, such as letters, numbers, and dates.

Formatting attributes

Cells can contain formatting attributes that change
the way letters, numbers, and dates are displayed.
For example, percentages can appear as 0.15 or 15%.
You can even change a cell's background color.

A
1 |Date Sales Percentage of Total
2 |5/6/2013 65 071
3 |5/7/2013 78 0.78
4 |5/8/2013 112 0.86
5 |5/9/2013 54 0.28
6 |5/10/2013 99 0.4%
7 |5/11/2013 189 0.65
8 |5/12/2013 120 0.57
9
° Formulas and functions
Cells can

contain formulas and functions that
calculate cell values. In our example,
SUM(B2:B8) adds the value of each cell in cell range B2:B8 and displays the total in cell B9.

B9

e

=SUM(B2:B8)

Maonday, May 06, 2013
Tuesday, May 07, 2013
Wednesday, May 08, 2013
Thursday, May 09, 2013
Friday, May 10, 2013
Saturday, May 11, 2013
Sunday, May 12, 2013

=l S o s W R e

[fe]

Percentage of Total

$ 65.00
4 78.00
$112.00
$ 54.00
$ 99.00
£ 189,00
4 120.00

71%
78%

28%
49%
65%
57%)

Percentage of Total

Monday, May 06, 2013
Tuesday, May 07, 2013
Wednesday, May 08, 2013
Thursday, May 09, 2013
Friday, May 10, 2013
Saturday, May 11, 2013
Sunday, May 12, 2013
Weekly Sales

W@ o= o s W e

sl

RN LR T RE TRE T ARE TR T

63.00
78.00
112.00
54.00
99.00
189.00
120.00

717.00 |

71%
78%

28%
49%
65%
57%
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To insert content:

1. Click a cell to select it.
2. Type content into the selected cell, then press Enter on your
A E C keyboard. The content will appear in the cell and
the formula bar. You can also input and edit cell content in the
1 '-Ju}' formula bar.
Al e e || First
A B F
1[rirst |
2
3
To delete cell content: 4 ST
5 cell and formula bar
6
1. Select the cell with content you want to delete. 7
A B T 2. Press the Delete or Backspace key on your keyboard.

The cell's contents will be deleted.

1
2 |First Name Middle Name Last Name
3:|Heidi |Lauren gE .ILee A B C
4 |losie Marie Gates 1
5 |wendy Anne Crocker 2 |First Mame Middle Mame Last Mame
6 |Loretta Susan Johnson o
3 ]Hmdl llee
4 |losie Marie Gates
5 Wendy Anne Crocker
6 |Loretta Susan Johnson

You can use the Delete key on your keyboard to delete content
from multiple cells at once. The Backspace key will only delete one cell at a time.

To delete cells:

There is an important difference between deleting the content of a cell and deleting the cell itself. If you
delete the entire cell, the cells below it will shift up and replace the deleted cells.

1. Select the cell(s) you want to delete.
2. Select the Delete command from the Home tab on
A B C the Ribbon.
1 | | <l
2 |First Mame Middle Name Last Name - ; ;
3 Heidi Joy Lee E=s > AutoSum - A<y
4 |losie Marie Gates = I} [ Fin - <
Insert Delete”Format Sort &
5 |'Wendy Anne Crocker - - - & Clear~ Filter =
& |Loretta Susan Johnson Cells Editing
. . Delete Cells
3. The cells below will shift up.
Delete cells, rows, columns, or
A B C Ie) sheets from your workbook.

1 |First Mame Middle Name Last Name FYE: To delete multiple rows or

2 |Heidi Joy Lee columns at a time, select multiple

3 |losie Marie Gates rows or coelumns in the sheet, and

click Delete.
4 |\Wendy Anne Crocker
5 |Loretta Susan Johnson

To copy and paste cell content:

Excel allows you to copy content that is already entered into your spreadsheet and paste that content to other
cells, which can save you time and effort.

D E
Friday, March 01, 2013 Friday, March 08, 2013
X |

1. Select the cell(s) you want to copy.
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2. Click the Copy command on the Home tab,
or press Ctrl+C on your keyboard.

3.
FILE HOME IMSERT PAGE LAYOUT
C -
Py 36 c TR
E% CDP -
Paste 1% - -
- * Formit Painter ru
Clipboard F] Font
D2 Copy (Ctrl+C) L
Put a copy of the selection on the
Clipboard so you can paste it
" somewhere else, —
1 |Fir:
4., Click the Paste command on the Home tab,

or press Ctrl+V on your keyboard.

S18-

Select the cell(s) where you want to paste the content.
The copied cells will now have a dashed box around

them.

D E
Friday, March 01, 2013 Friday, March 08, 2013

Copied cell Paste

|
destination |

FILE HOME INSERT PAGE LAYOUT
b Cut 11 5. The content will be pasted into the selected cells.
£ Copy =
Paste .
- ¥ Format Painter ru
D E
Clipboard Fl Font d h d h 03, 2013
Friday, March 01, 2013 Friday, Marc|
Paste [Ctrl+V) r I____I’ _______ Rt Y. s
Add content on the Clipboard to [ 1%

your document,

1 [FirstName  LlastName Email

To cut and paste cell content:

Unlike copying and pasting, which duplicates cell content, cutting allows you to move content between cells.

2. Click the Cut command on the Home tab, or

1. Select the cell(s) you want to cut.
D E
Friday, March 01, 2013 Friday, March 08, 2013
X X
X
x
x ]
3. Select the cells where you want to paste the

content. The cut cells will now have a dashed
box around them.

D E
Friday, March 01, 2013 Friday, March 08, 2013
x x
- _ —_—
% 4.
X

?

Paste
destination

Cut Cells

The cut content will be removed from the
original cells and pasted into the selected cells.
D E
Friday, March 01, 2013 Friday, March 08, 2013

X X

X
X
X

press Ctrl+X on your keyboard.

FILE HOME IMSERT PAGE LAYOUT
-9
0 ‘?E’C”t[} Calibri -l
o ER Copy’ -
aste - -
- ~ Farmat Painter B I U
Clipboard = Font
3 Cut (Ctrl+3X) N
Remove the selection and put it on
the Clipboard so you can paste it
o somewhere else. —
1 |Fir

Click the Paste command on the Home tab, or
press Ctrl+V on your keyboard.

FILE HOME INSERT PAGE LAYOUT
-9
36 Cut Calibri -1
Paste B8 Copy -
- ~ Format Painter B I U- -
Clipboard = Font
Paste (Ctrl+W) £
Add content on the Clipboard to
your document.
1 |First Name Last Name  Email
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H ©- - & =
HOME IMSERT PAGE LAYO
= 3 Cut
To access more t i : L] E Copy -
paste options: Fomirm
- N Format Painter
Paste = Font

You can also access additional paste options, which are -
especially convenient when working with cells that contain [
formulas or formatting.

.

Paste Values

T
Fo P % £
[P —

i

-

° To access more paste options, click the drop-down L LN S
arrow on the Paste command. Other Paste Options
= ey e
% les LG s8]

Paste Special...

Keep Source Formatting (K) :

D

E F

Friday, March 01, 2017

Rather than choose commands from the B
Ribbon, you can access commands quickly -

by right-clicking. Simply select I

the cell(s) you want to format, then right- p 4
click the mouse. A drop-down menu will By
appear, where you'll find N
several commands that are also located on k]

the Ribbon.

HoOoX oM oM oM XK X oM X [x x| x

i i KK S % B

«0 .00
T oan a0 ~

I =&- A

Cut L\\}

LCopy
Paste Options:

=4
=)

Paste Special...

I

Insert...
Delete...

Clear Contents

To drag and drop cells:

Rather than cutting, copying, and pasting, you can drag and
drop cells to move their contents.

F G

1. Select the cell(s) you want to move. .

2. Hover the mouse over the border of the selected cell(s)
until the cursor changes from a white cross to a black

X

Friday, March 1, 2013 Friday, March 8, 2013

i | +
cross with four arrows {% X {«\a
X
3. Click, hold, and drag the cells to the desired location.
4. Release the mouse, and the cells will
F G be dropped in the selected location.

Friday, March 1, 2013 Friday, March &, 2013

X
A =
X

G

x Friday, March 1, 2013 Friday, March 8, 2013

X XX |x |x x

To use the fill handle:

There may be times when you need to copy the content of one cell to several other cells in your worksheet. You
could copy and paste the content into each cell, but this method would be time consuming. Instead, you can use
the fill handle to quickly copy and paste content to adjacent cells in the same row or column.
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Friday, March 01, 2013 Friday, March 08, 2013
x
X
X
X
1. Select the cell(s) containing the content you want to use. *
The fill handle will appear as a small square in the bottom-right
corner of the selected cell(s).
2. Click, hold, and drag the fill handle until all of the cells you
want to fill are selected.
D = ] 3. Release the mouse to fill the selected cells.
Friday, March 01, 2013 Friday, March 08, 2013|
X
X D E
X Friday, March 01, 2013 Friday, March 08, 2013
X X
K
K
K
x
x
x
x
x
x
X
B X
== B
X
X
G H

To continue a series with the fill handle:

The fill handle can also be used to continue a series.
Whenever the content of a row or column follows a
sequential order, like numbers (1, 2, 3) or days (Monday,
Tuesday, Wednesday), the fill handle can guess what

should come next in the series. In many cases, you may need to

Friday, March 01, 2013

Friday, March 08, 2013,

:':rida}r, March 29, 2013

select multiple cells before using the fill handle to help Excel G H
determine the series order. In our example below, the fill handle is Friday, March 01, 2013
used to extend a series of dates in a column. Friday, March 08, 2013
Friday, March 15, 2013
You can also double-click the fill handle instead of clicking and Friday, March 22, 2013
dragging. This can be useful with larger spreadsheets, where Friday, March 29, 2013
clicking and dragging may be awkward.
To use Flash Fill:
) . A B C D
A new fe_ature_m Excel 2013, Flash Fll! can ent?r data 1 Email Address Last Name  First Name  Friday, March 01, 2013
automatically into your worksheet, saving you time and o : .
R X K 2 |heidi.lee@vestainsurance.com Lee Heidi X
effort. Just like the fill handle, Flash Fill can guess what — -
. . ' . . 3 |josie.gates@vestainsurance.com Gates - |x
type of information you're entering into your worksheet. In - 4
. . . 4 \wendy.crocker@vestainsurance.com Crocker X
the example below, we'll use Flash Fill to create a list = =
of first names using a list of existing email addresses. 3 |loretta johnson@vestainsurance.com _Jahnson *
6 | walter.rivera@vestainsurance.com Rivera X
7 |misty.whitfield@vestainsurance.com  Whitfield X
1. Enter the desired information into your worksheet. 8 | matildz.lewis@vestainsurance.com Lewis )
A Flash Fill preview will appear below the selected 9 elizabeth.hicks@vestainsurance.com  Hicks .
cell whenever Flash Fill is available. 10 |alvin.rios@vestainsurance.com Rios X
11 |brian.gaines@vestainsurance.com Gaines X
2. Press Enter. The Flash Fill data will be added to the
worksheet.
A B C (8]
1 |Email Address Last Name First N\ame  Friday, March 01, 2013
2 |heidi.lee@vestainsurance.com Lee Heidi b
3 'osie.gates@vestainsuran:e.com Gates Josie X
4 |wendy.crocker@vestainsurance.com Crocker Wendy
5 |loretta.johnson@vestainsurance.com Johnson Loretta X
[ wal‘ter.rivera@vestainsurance.com Rivera Walter X
7 |misty.whitfield@vestainsurance.com ‘Whitfield Misty X
8 |matilda.lewis@vestainsurance.com Lewis Matilda X
9 |elizabeth.hicks@vestainsurance.com Hicks Elizabeth X
10 |alvin.rios@vestainsurance.com Rios Alvin X
11 |brian.gaines@vestainsurance.com Gaines Brian X
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A B | G | D
1 |Email Address Last Name First Name  Friday, March 01, 2013
2 |heidi.lee@vestainsurance.com Lee Heidi X
. . 3 |josie.gates@vestainsurance.com Gates Josie X
To modify or undo Flash Fill, -
K . 4:| wendy.crocker@vestainsurance.com Cracker Wendy
click the Flash Fill button next 5 |loretta.johnson@vestainsurance.com '
to recently added Flash Fill data. 'J_ = = 1€ Undo Flash Fill
6 |walter.rivera@vestainsurance.com .
- . - 1 v Accept suggestions
7 |misty.whitfield@vestainsurance.com
B B B Select all 0 blank cells
8§ |matilda.lewis@vestainsurance.com -
9 |elizabeth.hicks@vestainsurance.com Select all 76 changed cells
Find and Replace 10 |alvin.rios@vestainsurance.com Rios Alvin X

When working with a lot of data in Excel, it can be difficult and time consuming to locate specific information. You
can easily search your workbook using the Find feature, which also allows you to modify content using

the Replace feature.
> AutoSum - ;Z\.Y H

To find content: (&1 Fill - sore
& Clear~ Filter = Select+
In our example, we'll use the Find command to locate a specific name in a Editing | #§ Find...
long list of employees. 130 Replace...
12 GoTo..
1.  From the Home tab, click the Find and Select command, then M GoToSpecial..
select Find... from the drop-down menu.
Formulas
Comments
2. The Find and Replace dialog box will appear. Enter Conditional Formatting
the content you want to find. In our example, we'll type the Eonmnts

employee's name.

3. Click Find Next. If the content is found, the cell containing that
content will be selected. [t Select Objects
EQ Selection Pane...

Data Validation

Email Address LastName First Name Friday, March 01, 2013 Friday, March)

4. Click Find Next to find further
instances or Find All to see every
instance of the search term.

Find Replace

Findwhat: | Russel| [v]

Find Replace

Findwhat:  Russell

Find All HEindNﬂdq | Close
X

12 |megan.bosworth@ves

13 maria.menzies@vestainsurance.com Menzies Maria X

14 |micheal.russell@vestainsurance.com Russell Micheal X
]

15 |jimmy.lincoln@vestainsurance.com Lincoln Jimmy x

X

16 |martha.mccain@vestainsurance.com McCain Martha Find All D{J Eind Next ‘ | Close |
2 bl . Coigks Y
Sheet Name Cell Value
.. . . . Vesta Webinar Training March
5. When you are finished, click Close to exit the Find and Vesta Webinar Training Logxlsx  March Russell
Replace dialog box. <
2 cellfs) found
Find . .
ind | Replace You can also access the Find command by pressing Ctrl+F on
Findwhat | Russell [v] your keyboard.
Click Options to see advanced search criteria in the Find and
Replace dialog box.
Find Al | | FindNext | LF Close |
o
Book Sheet  Name  Cell Value
Vesta Webinar Training Logxlsx ~ March 34314 micheal.russell@ves
Vesta Webinar Training Logxlsx ~ March 46314 Russell Find Replace
< > Find what: | Russell [No Formatset | [ Format... -|

2 cellfs} found

wian Ol s
[] Match entire cell contents
sowen [sysows ]

| Findan | [ FindNet | | close |
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To replace cell content:

At times, you may discover that you've repeatedly made a mistake
throughout your workbook (such as misspelling someone's name), or
that you need to exchange a particular word or phrase for another.
You can use Excel's Find and Replace feature to make quick
revisions. In our example, we'll use Find and Replace to correct a list

of email addresses.

1. From the Home tab, click the Find and Select command, then

select Replace... from the drop-down menu.

2. The Find and Replace dialog box will appear. Type the text

you want to find in the Find what: field.

3. Type the text you want to replace it with in the Replace with:

field, then click Find Next.

Find | Replace

|1restainsurance.com

Find what:

Replace with: |1restainsurance.net

 ReplaceAll || Beplace | FindAl | FindNext

7. A dialog box will appear, confirming the number
of replacements made. Click OK to continue.

o All done. We made 77 replacements.

8. The selected cell content will be replaced.

-2 -

> AutoSum - A 'i
Fill ~ zY
Sort & | Find &
& Clear - Filter - Select =
Editing | §#§ Find...
13 Repl
wac Replace. I}
1= GoTo.
H :
Go To Special...
Formulas
Comments
Londitional Formatting
Constants
Data Validation
Select Objects
Ek Selection Pane...
I I
4., If the content is found, the cell
containing that content will be selected.
5. Review the text to make sure you want
to replace it.
6. If you want to replace it, select one of
the replace options:
o Replace will replace individual
instances.
o Replace All will replace every

instance of the text throughout the
workbook. In our example, we'll
choose this option to save time.

heidi.lee@vestainsurance.com Lee Heidi
|osie.pates@vestainsurance.com Gates Josie
wendy.crocker@vestainsurance.com Crocker ~ Wendy
loretta.johnson@vestainsurance.com Loretta

walter.rivera @vestainsurance.com Rivera alter

A | B C D

Email Address Last Name First Name Friday, March 01, 2013
heidi.lee@vestainsurance.com _|Lee Heidi X
josie.gates@vestainsurance.com Gates Josie x
wendy.crocker@vestainsurance.com Crocker Wendy X
Johnson Loretta X

loretta.johnson@vestainsurance.com

Find Replace

Find what:

|vestainsuran(e‘(om

Replace with: |Mm(un!l

10 |misty.whitfield@vestainsurance.com Whitfield

11 | matilda.lewis@vestainsurance.com Lewis

12 |elizabeth.hicks@vesti 5 heidilee@vestainsurance.net Lee Heidi

[ b |josie.gates@vestainsurance.net Gates Josie
T |wendy.crocker@vestainsurance.net Cracker Wendy
8 |loretta.johnson@vestainsurance.net Johnson  Loretta
9 |walter.rivera@vestainsurance.net Rivera Walter
10 | misty.whitfield@vestainsurance.net Whitfield  Misty
11 | matilda.lewis@vestainsurance.net Lewis Matilda
12| elizabeth hicks@vestainsurance.net Hicks Elizabeth

14
151 | Replace All H\| Replace | ‘ Find All | | Find Next ‘ | Close ‘
16 =
17 lshirley knight@vectaingrance com Knight Shirley X
9. When you are finished, click Close to exit
the Find and Replace dialog box.
A | g C D
1 |Email Address Last Name First Name  Friday, March 01, 2013
2 |heidi.lee@vestainsurance.net _|Lee Heidi X
3 |iosie.gates@vestainsurance.net Gates Josie X
4 |wendy.crocker@vestainsurance.net Crocker Wendy X
5 |loretta.johnson@vestainsurance.net Johnson Loretta X
6 |walter.rivera@vestainsurance.net Rivera Walter X
7 |misty.whitfield@vestainsurance.net Whitfield  Misty X
& |matilda.lewis@vestainsurance.net Lewis Matilda X
9

iy

| Find ‘ Replace |

Find what: |vesta|nsuran(e.com

Replace with: |vesta|nsuran(e.net

[Repiace dii’|  Beplace | | Findan || EndNet | | cose

9 [andy.knott@vestainsurance.net Knott Andy X
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Chapter-5

Introduction

S23-

Modifying Columns, Rows, and Cells

By default, every row and column of a new workbook is set to the same height and width. Excel allows you to
modify column width and row height in different ways, including wrapping text and merging cells.

To modify column width:

In our example below, some of the content in column A cannot be

displayed. We can make all of this content visible by changing H18 - fe
the width of column A.
I C
1. Position the mouse over the column line in the column 1 |First Na Last Name
- . {:I + 2 |Amand: Ryan
heading so the white cross becomes a double arrow . 3 Tricia  Matthews
4 |Josefini Woodard
2. Click, hold, and drag the mouse to increase or decrease the 5
column width. 6
H18 - - 3. Release the mouse. The column width will be changed.
Width: 10.29 (77 pixels)
PR ] C H18 - I
1 |First Na Last Name PR B c If you see pound
2 |Amand:Ryan 1 |First Name Last Name signs (#######) in a cell, it
3 |Tricia  Matthews 2 |Amanda Ryan means the column is not wide
4 |Josefin:Woodard 3 |Tricia Matthews enough to display the cell
: 4 |Josefina Woodard content. Simply increase the
5 column width to show the
6 . cell content.
To AutoFit column width:
D1 - 5 Cell Phone
The AutoFit featurg will allow you to set a A B c D&+ E E G
column's width to fit its content automatically.
1 |First Name Last Name Position(s) |Cell PhiStreet Address
1 Position the mouse over the column 2 |Amanda Ryan Pitcher, Seci513-558 800 Round Table Drive
line in the column heading so the white
3 |Trici Matth Catch 808-55¢4721 Arron Smith Dri
cross [:} becomes a double arrow + ricia aews [Latcher rron smith rive
4 |Josefina  Woodard Outfield 714-55: 2152 Liberty Avenue
2. Double-click the mouse. The column
width will be changed automatically to fit the content.
You can also AutoFit the width for several columns at
0l - fe || CellPhone the same time. Simply select the columns you want to
AutoFit, then select the AutoFit Column
A B c D "I" - : Width command from the Format drop-down menu on
the Home tab. This method can also be used for row
1 |FirstName LastName Position(s) |Cell Phone  |Street Address height.
g‘:‘jlnser‘t - e
2 |Amanda  Ryan Pitcher, Seci513-555-4477 800 Round Table Drive Ex Delete - Editing
EI Format ~ -
3 Triia  Matthews Catcher  808-555-6397 4721 Arron Smith Drive Cell Size
IE Row Height...
AutoFit Rew Height
4 \Josefing  Woodard Outfield  714-555-4506 2152 Liberty Avenue Column Width...

AutoFit Column Width %

Default Width...

Visibility
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To modify row height: Al - fe || Bull Team Roster:
1. Position the cursor over the row line so the white A L c D E
I’.ﬂ] b doubl _I_ 1_,_|Bu||Team Roster: Co-ed Softball 2013 |
cross ecomes a double arrow ' 2*|FirstName  LastName Cell PhoniStreet AdtPosition
3
2. Click, hold, and drag the mouse
to increase or decrease the row height.
3. Release the mouse. The height of the selected
AL I Bull Team Roster: row will be changed.
A
Height: 41.25 (35 pixels) B E L E
|Bull Team Roster: Co-ed Softball 2013 Al - f Bull Team Roster:
First Mame Last Name Cell PhoniStreet Adt Position
1. ! A B c D E
5 T
3
1 |Bull Team Roster: Co-ed Softball 2013
2 |First Name Last Name Cell Phoni Street Adi Position
3
H14 - Fe

To modify all rows or columns:

B C D
Rather than resizing rows and columns individually, you can
modify the height and width of every row and column at the 1 |Bull Team Roster: Co-ed Softball 2013
same time. This method allows you to set a uniform 2 |First Name Last Name Cell Phone  Street Address
size for every row and column in your worksheet. In our 3 |Amanda Ryan 513-555-4477 800 Round Table Drive
example, we will set a uniform row height. 4 |Tricia Matthews 808-555-6397 4721 Arron Smith Drive
5 |Josefina Woodard 714-555-4506 2152 Liberty Avenue
6 |Rodney Ross 310-555-8862 3503 Prospect Valley Road
1. Locate and click the Select All button just below 7 |Leigh Dizen 607-355-7816 1483 Frosty Lane
the formula bar to select every cell in the worksheet. 8 |Mark Grant |914-355-5592 1663 Taylor Street
9 |Mildred Persinger 601-355-0175 3329 Washington Avenue
2. Position the mouse over a row line so the white cross L"} becomes a double arrow _I_
3. Click, hold, and drag the mouse to increase or decrease the row height.
Al M £ || Bull Team Roster: Co-ed Softh 4, Release the mouse when you are satisfied
with the new row height for the worksheet.
4 A B C D g
Al - & Bull Team Roster: Co-ed Softbh
A B C D
1 |Bull Team Roster: Co-ed Softball 2013 4
R P
2= ; me Cell Phone  Street Address
Height: 33.75 (45 pixels) - 1 |Bull Team Roster: Co-ed Softball 2013
amanoa Hyan 513-555-4477 800 Round Table Drive
3 |Tricia Matthews 808-555-6397 4721 Arron Smith Drive 2 | ot [ T s v —
[f']osefina Woodard 714-555-4506 21532 Liberty Avenue
5 Rodney Ross 310-555-8862 3503 Prospect Valley Road 3 |Amanda Ryan 513-555-4477 800 Round Table Drive
6 |Leigh Dizon 607-555-7816 1483 Frosty Lane
7 |Mark Grant 914-555-5592 1663 Taylor Street 4 |Tricia Matthews 808-555-6397 4721 Arron Smith Drive
5 |Josefina Woodard 714-355-4506 2152 Liberty Avenue
6 |Rodney Ross 310-555-8862 3503 Prospect Valley Road

Inserting, deleting, moving, and hiding rows and columns
After you've been working with a workbook for a while, you may find that you want to insert new columns or
rows, delete certain rows or columns, move them to a different location in the worksheet, or even hide them.

To insert rows:

. 5 | Neil Crawford 908-555-2234 2312 Stonepot Road
1. Select the row heading below where you wan‘t the 6 Anthony  Keel 267-555-0144 533 Spring Avenue
new row to appear. For example, if you want to insert :
a row between rows 7 and 8, select row 8. 7 Ray Logan  236-555-2475 2439 Ritter Street
8, [Tricia Matthews 808-555-6397 4721 Arron Smith Drive|
9 |Leola McNew  580-355-8177 2182 Cody Ridge Road
10 |Joshua Milliman__ 213-355-1117 2166 Zimmerman Lane
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Styles - - - - & - Filter ~ Select~
Cells Editing
2. Click the Insert command on the Home tab. Insert Cells

Add new cells, rows or columns to
your workbook.

FYl: To insert multiple rows or
columns at a time, select multiple
rows or columns in the sheet, and
click Insert.

3. The new row will appear above the selected row. @ Tell me more

5 Neil Crawford 908-555-2234 2312StonepotRoad | V/hen inserting new rows, columns, or cells, you
6 Anthon\,‘ Kael 267-555-0144 5335pringAvenue will see the Insert Options button & next to

the inserted cells. This button allows you to

; choose how Excel formats these cells. By default
T |Ray Logan  236-353-2475 2439 Ritter Street _ : v '
Excel formats inserted rows with the same
8 formatting as the cells in
the row above. To access F
9 |¥ria Matthews 808-555-6397 4721 Arron Smith Drive| more options, hover your | s
- i mouse over the Insert
10 Leola McNew  580-555-8177 2182 Cody Ridee Road | options button, then B Format Same as Leit
click the drop-down arrow. O Format Same As Right
O Clear Formatting
D + E F
To insert COIUmnS' Ftreet Address Position(s)
. B00 Round Table Drive Pitcher, Second base
1721 Arron Smith Drive Catcher
- . 2152 Liberty Avenue Qutfield
1. Select the column heading to the right of where you want 503 Prospect Valley Road |First base
the new column to appear. For example, if you want to insert a 1483 Frosty Lane Third base
column between columns D and E, select column E. 1663 Taylor Street SieiEes
329 Washington Avenue |First base, pitcher
1736 Broad Street DH
2. Click the Insert command on the Home tab. pos7 Earnhardt Drive E——
232 Timber Oak Drive Right field
4072 Nelm Street Third Base
2182 Cody Ridge Road Pitcher
w001 Cerullo Road Second base
) T Bx > - AY H 3. The new column will appear to the left of the selected
== N == EI . Z column.
Cell Insert Delete Format Sort 8 Find &
Styles ~ M - - “=7 Filter~ Select~ 5] 2 T
Cells Editing [
Insert Cells
Add new cells, rows or columns to Street Address - Pf)sition[s)
300 Round Table Drive Pitcher, Second base
your workbook. B X
4721 Arron Smith Drive Catcher
FYl: To insert multiple rows or 2152 Liberty Avenue Oufield
columns at a time, select multiple 3503 Prospect Valley Road First base
rows or columns in the sheet, and 1483 Frosty Lane Third base
click Insert. 1663 Taylor Street Shortstop
3329 Washington Avenue First base, pitcher
© Tell me more 1736 Broad Street DH
2937 Earnhardt Drive Second base
232 Timber Oak Drive Right field
R R 4072 Nelm Street Third Base
When inserting rows and columns, make sure you select 2182 Cody Ridge Road pitcher
the entire row or column by clicking the heading. If you 1001 Cerullo Road Second base
select only a cell in the row or column, 9 Tenmile Road Third base
the Insert command will only insert a new cell. 1386 Patterson Street Outfield, catcher
3990 Pretty View Lane Left field
To delete rows:
5 |Josefina Woodard  714-355-4506 2152 Liberty Avenue
It's easy to delete any row that you no longer need in your 6 [Rodney e R SEIE e ey e
workbook 7 |Leigh Dizon 607-555-7816 1483 Frosty Lane
’ L Mark Grant 914-555-5592 1663 Taylor Street
9 |Mildred Persinger 601-355-0175 3329 Washington Avenue
1. Select the row(s) you want to delete. In our example, 10 |Dwayne Patnode  205-555-3783 1736 Broad Street
we'll select rows 6-8 11 Bonnie Benjamin_502-555-1212 2937 Earnhardt Drive
) == = S - A
2. Click the Delete command on the Home tab. b E5E= ‘;“-Di;(lk ] = 27 M
Cell Insert Delete Format Sort & Find &
Styles ~ - - - 2~ Filter ~ Select ~
Cells Editing

Delete Cells

Delete cells, rows, columns, or
H sheets from your workbook.

F¥l: To delete multiple rows or
columns at a time, select multiple
rows or celumns in the sheet, and
click Delete.
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The selected row(s) will be deleted, and the rows

below will shift up. In our example, rows 9-11 are

now rows 6-8.

To delete columns:

5 |Josefina Woodard  714-555-4506 2152 Liberty Avenue

6 |Mildred Persinger 601-555-0175 3329 Washington Avenue
T (Dwayne Patnode  205-555-3783 1736 Broad Street

8 |Bonnie Benjamin  502-555-1212 2937 Earnhardt Drive

9 |Eva Ramer  805-555-8514 232 Timber Oak Drive

10 |Carol Pena 571-555-0704 4072 Nelm Street

11 leols McNew  580-555-8177 2182 Cody Ridge Road

Click the Delete command on the Home tab.

Delete cells, rows, columns, or
sheets from your workbook.

FYl: To delete multiple rows or
columns at a time, select multiple

E:‘EYH

Sort & Find &
& -

Filter = Select ~
Editing

s in the sheet, and

226 -

The selected columns(s) will be deleted, and the

1. Select the columns(s) you want to delete. In our example, we'll select column E.
D E+ F 2
Street Address Zip Code|Position(s) '
800 Round Table Drive 27606 |Pitcher, Second base — —
4721 Arron Smith Drive 27704|Catcher l_? & Exlk @
2152 Liberty Avenue 27615 |Cutfield Cell Insert Delets Format
3329 Washington Avenue 27513 |First base, pitcher Styles - - - -
1736 Broad Street 27613|DH Cells
2937 Earnhardt Drive 27606(Second base Delete Cells
232 Timber Oak Drive 27704|Right field
4072 Nelm Street 27615(Third Base H
2182 Cody Ridge Road 27513 |Pitcher
1001 Cerullo Road 27613 |Second base
9 Tenmile Road 27606|Third base rows or column
1386 Patterson Street 27704|Outfield, catcher click Delete.
3990 Pretty View Lane 27615|Left field
533 Spring Avenue 27513 |Shortstop, pinch runner 3.
2723 Nelm Street 276131 eft field, Center field columns to the right will shift left. In our

It's important to understand the difference

between deleting a row or column and

simply clearing its contents. If you want to remove
the content of a row or column without causing others
to shift, right-click a heading, then select Clear
Contents from the drop-down menu.

10 |Rodney lBrce '21n.555-8862

11 |Leigh b Cut i55-7816

12 |Mark Emy Copy i55-5592

13 |Mildred Paste Options: 550175

14 |Dwayne i55-3783

15 |Bonnie i55-1212

16 |Eva 155-8514

17 _Carol Insert i55-0704

18 |Leola Delete i55-8177

19 |Annie 155-0190

I Clear Contents

20 |Joe [3i55-9659

21 |Josephj [ Format Cells.. i55-6401

22 |Nicol 9 |Josefina ‘Woodard 714-555-4506

23 |Anthon! 10|

24 |sally 11|

25 |Joshua 12

26 |Ray mdrad Persinger 601-555-0175

T 14 |Dwayne Patnode 205-555-3783
15 iBonnie Benjamin 502-555-1212
16 |Eva Ramer 805-555-8514
17 |Carol Pena 571-555-0704

To move a row or column:

Sometimes you may want to move a column or
row to rearrange the content of your worksheet. In
our example we'll move a column, but you can
move a row in the same way.

1. Select the desired column heading for the
column you want to move, then click
the Cut command on the Home tab or

press Ctrl+X on your keyboard.

example, Column F is now Column E.

H ©- & = Bulls Sotfball Team Roste
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
J’[} Calibri - <A A —| - B General -
Ey™
Paste B I U- & - = &=35= $-9% ° W
Clipboard 1 Font m Alignment m Number o
E1 Cut (Ctri+X)
Remove the selection and put it on
the Clipboard so you can paste it o E E
4 somewhere else. I
1 |Bull Team Roster: Co-ed Softball 2013
2 |First Name Last Name Cell Phone  Street Address Position(s)
3 |Amanda Ryan 513-555-4477 200 Round Table Drive Pitcher, Second base
4 [Tricia Matthews 808-555-6397 4721 Arron Smith Drive Catcher
5 [Josefina  Woodard 714-555-4506 2152 Liberty Avenue Outfield
6 |Rodney Ross 310-555-8862 3503 Prospect Valley Road |First base

D
treet Address
Round Table Drive

152 Liberty Avenue

736 Broad Street
937 Earnmhardt Drive
32 Timber Oak Drive
72 Melm Street

182 Cody Ridge Road
001 Cerullo Road
Tenmile Road

386 Patterson Street
990 Pretty View Lane
33 Spring Avenue
723 Melm Street

721 Arron Smith Drive

329 Washington Avenue

E 4

Position(s)

Pitcher, Second base

Catcher

Outfield

First base, pitcher

DH

Second base

Right field

Third Base

Pitcher

Second base

Third base

©outfield, catcher

Left field

Shortstop, pinch runner

Left field, Center field
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H - @& - Bulls Sotfball Team Roster
HOME | INSERT  PAGELAVOUT  FORMULAS  DATA  REVIEW  VIEW
MY ewi ks ==He B
B -
) . Paste B I U- . &-pa- $-9% » %%
2. Select the column heading to the right of - o
where you want to move the column. For Clipboard & Fant I} Alignment m Number m
example, if you want to move a column c1 M £
between columns B and C, select column C. n 5 oo m . .
1 |Bull Team Roster: Co-e/l Softball 2013
2 |First Name Last Name |Cell Phone |Street Address Position(s)
3. Click the Insert command on the Home tab, 3 [amands & 155552477 |50 Round Table b itcher. Second b
manda yan oun aole Drive itcner, Secon EH
then select Insert Cut Cells from the drop-
down menu. 4 [Tricia Matthews [808-555-6397 |4721 Arron Smith Drive  {Catcher
(| 1—31 .
} EEIED EEILX El 2. AutoSum 5 |Josefina  Woodard [714-555-4506 |2152 Liberty Avenue Outfield
Fill -
Cell Insert Delete Format
Styles - - - - & Clear~ 6 |Rodney Ross 310-555-8862 |3503 Prospect Valley Road [First base
EI' Insert Cut Cells Editir
utl Insert Sheet Columns
K Q
Q Inzert Sheet
4. The column will be moved to the selected location

and the columns to the right will shift right.

H - & -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
E;gcut i 1 & & == #-  Swepre Eou ca;]n a:sokaccers;s the Cut ar:jd rI]nsert| commands
i Copy . il .
e g T ‘- A === = Evegedcent - Yy rig t_c icking the mouse and then selecting
the desired commands from the drop-down menu.
Clipboard [ Font r. Alignment [F
c1 - I
A B C D E F —D E
softball 2013 26 Cut
1 |Bull Team Roster: Co-eli Softball 2013 Street Address Ez Copy
800 Round Tabls = Paste Options: base
2 |First Name Last Name |Position(s) Cell Phone  Street Address AT21 Arron Smit -
2152 Liberty Awve i
3 |Amanda  Ryan Pitcher, Second base (513-555-4477 800 Round Table Drive 3329 Washingtcl , er
4 Matth Catch 808-555-6397 4721 Arron Smith Dri A7EE kel s 1 Cut Cell
El ews [cher mon smr rve |
2937 Earnhardt | nsert Cut Cells I
5 |losefina  Woodard |outfield 714-555-4506 2152 Liberty Avenue 232 Timber Oak Delete
4072 Melm Stres Clear Contents
i 2182 Cody Rid
6 |Rodney  Ross First base 310-555-8862 3503 Prospect Valley Road Y RICZE Eorrmat Cells...
1001 Cerullo Ro
9 Tenmile Road Column Width...
1386 Patterson ! Hide r
3990 Pretty Viey Unhide
To hide and unhide a row or column: A B < Dy o |
1 |First Name Last Cell Phone |Street Address B G 3
2 [amanda  Ryan 513-555-4477 800 Round Table | = =P v
At times, you may want to compare certain rows or 3 |Tricia Matthews |808-555-6397 4721 Arron Smith Paste Options:
columns without changing the organization of your 4 |Josefina  Woodard |714-555-4506 2152 Liberty Aver
worksheet. Excel allows you to hide rows and columns : LR“_":‘EV E‘_’f‘f‘ :;‘x::‘:i ﬁ::”’s‘m:"a'
as needed. In our example, we'll hide columns C and D eI 1zon 2 rostylane}
k it R t | A B d E 7 |Mark Grant 914-555-5592 1663 Taylor Stree 2
to make it easier to compare columns A, B, and E. 8 |Mildred  Persinger |601-555-0175 2229 Washi Delete b
9 |Dwayne Patnode |205-555-3783 1736 Broad Streel Clear Contents
. . 10 (Bonnie Benjamin |502-555-1212 2937 Earnhardt Dt
- Format Cells...
1. _Select the column(s) you w_ant to hide, right .- pamer | e i e ] Format Cells
click the mouse, then select Hide from 12 |carol Pena  [571-555-0704 4072 NelmStraet =0 VI
the formatting menu. 13 |Leola McNew |580-555-8177 2182 Cody Ridge|  Hide
14 |Annie Muro 502-555-0190 1001 Cerullo Roac Unhide
15 |Joe Rodriguez | 781-555-9659 9 Tenmile Road |Third base
=y B E
1 |First Name Last Position(s)
2 |Aamanda Ryam Pitcher, Second base
2. The columns will be hidden. The green 2 |Tricia Matthews |Catcher
column line indicates the location of the 4 Posefina Woodard |Outfield
. 5 |Rodney Ross First base
hldden COlUmnS. B |Leigh Dizon Third base
T |miark Grant Shaortstop
8 |Mildred Persinger |First base, pitcher
a9 |Dwayne Patnode DH
10 |Bonnie Benjamin |Second base
11 |Ewva Ramer Right field
12 | Carol Pena Third Base
13 |Leola PN ew Pitcher
14 |lAannie Mo second base
15 |Joe Rodriguez |[Third base
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3. To unhide the columns, select the columns to
the left and right of the hidden columns (in other
words, the columns on both sides of the hidden

columns). In our example, we'll select columns B and E.

4., Right-click the mouse, then select Unhide from
the formatting menu. The hidden columns will
reappear.

Wrapping text and merging cells

_28 -

X Cut

Paste Options:

Insert

Delete

Clear Coptents
[ Format Cells..

Column Width...

Hide

A B E
1 |First Name |Last Name Position{s)
2 |Amanda Ryan pitcher, Second EE Copy
3 |Tricia Matthews Catcher
4 |losefina Woodard Outfield
5 |Rodney Ross First base
6 |Leigh Dizon Third base
7 [Mark Grant Shortstop
8 |Mildred Persinger |First base, pitcht
9 |Dwayne Patnode | DH
10 |Bonnie Benjamin Second base
11 |Eva Ramer Right field
12 | carol Pena Third Base
13 |Leola McNew  |Pitcher
14| Annie Muro Second base
15 |Joe Rodriguez Third base
16 |Josephine |Carter Outfield, catcher

Unhide
1 %

Whenever you have too much cell content to be displayed in a single cell, you may decide to wrap the
text or merge the cell rather than resize a column. Wrapping the text will automatically modify a cell's row
height, allowing cell contents to be displayed on multiple lines. Merging allows you to combine a cell with

adjacent empty cells to create one large cell.

A B C D E
To wrap text in cells: 1 |Bull Team Roster: Co-ed Softball 2013
P - 2 |FirstName  LastName CellPhone [Street Addres|Position(s)
3 |Amanda Ryan 513-555-4477 | 800 Round Tak|Pitcher, Second base
In our example below, we'll wrap the text of the cells in : I;Z“;:ina :”Vit‘:::"f i‘giz:i:i; ;E;ﬁ::::: git;'l‘;'d
column D so the entire address can be dlsplayed. 6 [Mildred Persinger 601-555-0175 (3329 i irst base, pitcher
7 |Dwayne Patnode  205-555-3783 [1736 Broad Str|DH
1. Select the cells you want to wrap. In this example, : Ej:mg 2:::::”" xi:ﬁ:;ﬁ ii:x:’::;::;g:“
we'll select the cells in column D. 10 |Carol Pena 571-555-0704 4072 Nelm Str|Third Base
11 |Leola McNew  580-555-8177 2182 Cody Rid|Pitcher
12 |Annie Muro 502-555-0190 1001 Cerullo R|Second base
2.  Select the Wrap Text command on the Home tab. S Rodrpucs Z81-320- 9000
3. The text in the selected cells will be wrapped.
- ’ a& I B C D ;
£ Merge&Center g A Condtiona
Formatting
Alignment i Number f 1 |Bull Team Roster: Co-ed Softball 2013
Ad Wrap Text Street
fe55 " | — 2 |FirstName  LastName Cell Phone [Address  [Position(s)
Micosa e 1P eitra-long text info muhpe 200 Round
D lines so you can see all of it
2 — 3 |Amanda Ryan 513-555-4477 (Table Drive  [Pitcher, Second base
4721 Arron
4 |Tricia Matthews 808-555-6397 |Smith Drive |Catcher
1] Excel 2152 Libel
et Addres|Position| 3 ) y )
i 5 |Josefing Woodard  714-555-4506 |Avenue Outfield
Round Ta{Pitcher, ¢
" 3329
lA-Lr:nSm Cat;.elrd Q Tell me more Washington
2Liberty AfOutfie | 6 |Mildred Persinger 601-555-0175 |Avenue First base, pitcher
Iileales e ihale

Click the Wrap Text command again to unwrap the text.
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To merge cells using the Merge & Center command:

In our example below, we'll merge cell A1 with cells B1:E1 to create a title heading for our worksheet.

1. Select the cell range you want to merge.
Al v fe BullsTeam Roster: Co-ed Softball 2013
A B C D E 2. Select the Merge & Center command on
the Home tab.
S E
1 [ioster: Co-ed Softball 2013 Q i
=== &= [EMegeliCenter ~ § v 9% 1 i £ Conditional
k Formatting |
2 FirstName lastName Cell Phone StreetAddress  Position(s) Alignment & Number &
800 Round Table
. . [Team Roster: Co-ed Sc Merge & Center
3 |Amanda  Ryan 513-555-4477 Drive Pitcher, Second bast Combine and center the contents of
4721 Arron Smith D Excel the selected cells in a new larger
Il
4 Tricia Matthews 808-555-6397 Drive Catcher il 2 |«
2152 liberty This is a great way to create a label
h ltiple columns.
5 Josefina  Woodard 714-553-4506 Avenue Qutfield p—— E"|‘e' et spans maliple columns
1 2
ddress Paosition(
Round Qe
Egle Drive  Pitcher, & &memore
3. The selected cells will be merged, and the text will

be centered.

Al - fe Bulls Team Roster: Co-ed Softball 2013
A B C D E F
1 Bulls Team Roster: Co-ed Softball 2013

2 |FirstName Last Name Cell Phone Street Address  Position(s)
800 Round Table

3 |Amanda Ryan 513-555-4477 Drive Pitcher, Second base
4721 Arron Smith

4 |Tricia Matthews 808-555-6397 Drive Catcher
2152 Liberty

5 |Josefina Woodard  714-555-4506 Avenue Outfield

To access more merge options:

Click the drop-down arrow next to the Merge & Center command on the Home tab. The Merge drop-down
menu will appear. From here, you can choose to:

° Merge & Center: Merges the selected cells into one cell and centers the text

° Merge Across: Merges the selected cells into larger cells while keeping each row separate
° Merge Cells: Merges the selected cells into one cell but does not center the text

° Unmerge Cells: Unmerges selected cells

=

Merge & Center -

Merge & Center

Merge Across

E Merge Cells
] Unmerge Cells
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Chapter-6 Formatting Cells

Introduction

All cell content uses the same formatting by default, which can make it difficult to read a workbook with a lot of
information. Basic formatting can customize the look and feel of your workbook, allowing you to draw attention

to specific sections and making your content easier to view and understand. You can also apply number
formatting to tell Excel exactly what type of data you're using in the workbook, such as percentages (%),

currency ($), and so on.

To change the font:

By default, the font of each new workbook is set to Calibri.

However, Excel provides many other fonts you can use to A B
customize your cell text. In the example below, we'll
format our title cell to help distinguish it from the rest of
the worksheet.
1 |Webinar Training Log =)
) 2 |Email Add Last N
1. Select the cell(s) you want to modify. m_a'_ ress - astiiame
3 |heidi.lee@vestainsurance.com Lee
4 |josie.gates@vestainsurance.com Gates
2. Click the drop-down arrow next to
the Font command on the Home tab. The Font drop-down menu will appear.
3. Select the desired font. A live preview of the new font will appear as you hover the mouse over
different options. In our example, we'll choose Georgia.
4. The text will change to the selected font.
R T
E@ - -
Paste {} Garamond A B
Eautami B B
Clipboard 0 " ”
¢ Eeo
Al {} cEOMANCY 1 |Webinar Training Log
i Georgia 2 Email Address Last Mame
% Ceostaci=ill 3 !’1ei_di.Iee@ves‘tain_surance.com Lee
K 4 |josie.gates@vestainsurance.com Gates
¢ Geotica Three
1 |Webinar €} Giddyup St _ _
I Add O Sisi When creating a workbook in the workplace, you'll want to select
2 |Email A § a font that is easy to read. Along with Calibri, standard reading
3 |heidi.leeg ¢} Gill sans MT fonts include Cambria, Times New Roman, and Arial.
A B
To change the font size:
1. Select the cell(s) you want to modify. 1 | Webinar Training Log o
2 |Email Address Last Mame
. 3 |heidi.lee@vestainsurance.com Lee
2. Click the drop-down arrow next to the Font 4 liosie ate@; estaincurance.com Gates
Size command on the Home tab. The Font Size drop- - -
down menu will appear.
3. Select the desired font size. A live preview of the new font size will appear as you hover the mouse
over different options. In our example, we will choose 16 to make the text larger.
R T | . .
B - L | 4. The text will change to the selected font size.
F‘astev BIH'EEE - A -
Clipboard Font 10 [ A B
11
Al - 12 wel
A 14 . -
61 1 |Webinar Training Log
;2 2 |Email Address Last Name
1 | Webinar Training 22 3 |heidi.lee@vestainsurance.com Lee
" 24 ' 4 |josie.gates@vestainsurance.com Gates
2 |Email Address La
3 |heidi.lee@vestainsurance.c i: Ley
4 |josie.gates@vestainsurance G
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You can also use the Increase
Font Size and Decrease

Z31-

&D EE ] [calibri g3 T-| A & W=

Pote o B Ifu- H-A-==F ==

%‘WrapTen‘t

Merge & Center

Font Size commands or enter a custom font Enteringa P Increase and Decrease
size using your keyboard. custom font size o Font Size commands
D H
A E
To change the font color:
1. Select the cell(s) you want to modify. 1 |Webinar Training Log <
. 2 |Email Address Last Name
2. Click the drop-down arrow next to the Font 3 |heidi.lee @vestainsurance.com Lee
Color command on the Home tab. The Color menu 4 |josie gates@vastainsurance.com Gates
will appear.
3. Select the desired font color. A live preview of the new font color will appear as you hover the
mouse over different options. In our example, we'll choose Green.
b |Geor ia v|16 '|AA N === $ :
| Ba - El = 4. The text will change to the selected font
Paste " B I U~ H- @).Eggg &= 3= color.
. Automatic
Clipboard &~ Font A B
.  Theme Colors
AL M sl N T T LIl
A e .
1 |Webinar Training Log
I IIIIIII 2 |Email Address Last Mame
1 \.\Tebinar Training LOg Standard Colors 3 |heidi.lee@vestainsurance.com Lee
2 |email Add HE PEEEENR 4 |josie.gates@vestainsurance.com Gates
mal ress
— 5 Recent Colors Select More Colors at the bottom of the menu to
3 |heidi.lee@vestainsurance.com Green e .
— - access additional color options.
4 |josie.gates@vestainsurance.com "

To use the Bold, Italic, and Underline commands:

1. Select the cell(s) you want to modify.

A B

1 [Webinar Training Log &

2 |Email Address Last Mame
3 |heidi.lee@vestainsurance.com Lee

4 |josie.gates@vestainsurance.com Gates

3. The selected style will be applied to the text.

1 |Webinar Training Log

2 |Email Address Last Name
3 |heidi.lee@vestainsurance.com Lee

4 ]osie.ggtes@vestainsurance.com Gates

Standard | Custom

LColors:

Current

2. Click the Bold (B), Italic (I), or Underline (U)
command on the Home tab. In our example, we'll
make the selected cells bold.

3 Cut |Georgia . |18 '| A A=
Bz Copy - -
~ Format Painter Bl}I u- =
Clipboard [ Font ]
. Bold (Ctrl+B) I
il B og
Make your text bold, r
A I 5

You can also press Ctrl+B on your keyboard to make

selected text bold, Ctrl+1I to apply italics, and Ctrl+Uto

apply an underline.
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Text alignment

By default, any text entered into your worksheet will be aligned to the bottom-left of a cell, while any numbers
will be aligned to the bottom-right. Changing the alignment of your cell content allows you to choose how the
content is displayed in any cell, which can make your cell content easier to read.

To change horizontal text alignment:

In our example below, we'll modify the alignment of
our title cell to create a more polished look and further
distinguish it from the rest of the worksheet.

3 |Webinar Training Log
1. Select the cell(s) you want to modify. 4 |Email Address Last Name
5 |heidi.lee@vestainsurance.com Lee
2. Select one of the three horizontal 6 |josie.gates@vestainsurance.com Gates
alignment commands on the Home tab. In our
example, we'll choose Center Align.
= 9. SwepTe 3. The text will realign.
= = = & 3= [ Merge & Center -
Allgnment "o Webinar Training Log
Center
p Lo 4 |Email Address Last Name
Center your content.
- 5 |heidi.lee@vestainsurance.com Lee
6 |josie.gates@vestainsurance.com Gates
To change vertical text alignment:
¥ . . .
1. Select the cell(s) you want to modify. = Webinar Tl'allllllg Log w2
4 |Email Address Last Mame
; 5 |heidi.lee@vestainsurance.com Lee
2. Select one of the three vertical — @ :
alignment commands on the Home tab. 6 |josie.gates@vestainsurance.com Gates
In our example, we'll choose Middle Align.
- BFWrap Text 3. The text will realign.
e 3= [ Merge & Center ~
Alignment [ - . . . Y
- - Webinar Training Log ou can )
b Log Middle Align 5 apply both vertic
Align text so that it is centered - al and horizontal
between the top and bottom of the 4 |Email Address Last Name alignment
F——1 cell. — 5 |heidi.lee@vestainsurance.com Lee settings to any
6 |josie.gates@vestainsurance.com Gates cell.

Cell borders and fill colors

Cell borders and fill colors allow you to create clear and defined boundaries for different sections of your
worksheet. Below, we'll add cell borders and fill color to our header cells to help distinguish them from the rest
of the worksheet.

To add a border:
L] L] L]
1.  Select the cell(s) you want to \Veblnal‘ Tl'ﬂlnlng Lﬂg
modify.
3
2. Click the drop-down arrow next | 4 |Email Address Last Name  First Name
to the Borders command on 5 |heidi.lee@vestainsurance.com Lee Heidi
the Home tab. The Borders drop- . - .
down menu will appear. b ligsie.gates@vestainsurance.com Gates Josie
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“D g" Calibri v|11 A ===
E%v
Paste B IU-|H-|»-A- === ¢
Bordtlers

Clipboard =

Lo T, R = W |

heidi.lee@vestainsurance.com Lee Heidi
[osie.gates@vestainsurance.com Gates Josie

Format Painter

If you want to copy formatting from one cell to another, you can use

the Format Painter command on the Home tab. When you click the Format
Painter, it will copy all of the formatting from the selected cell. You can

then click and drag over any cells you want to paste the formatting to.

3. Select the border style you want to use. In our Bottom Border
example, we will choose to display All Borders. Az Top Border
i Left Boerder |
4. The selected border style will appear. ) . Right Border
Webinar Tr :: o gorder
1 E Al Borders
] T4 2 |Email Address Outside Borders
Webinar Training Log 3 |heidi.lee@vestainsuran .y g B0
3 4 |josie.gates@vestainsurs =
4 [Email Address |LastName |FirstName | You can draw borders and change the line
5 |heidi.lee@vestainsurance.com Lee Heidi style and color of borders with the Draw Borders tools
6 |josie.gates@vestainsurance.com Gates Josie at the bottom of the Borders drop-down menu.
Draw Borders
M Draw Border
EE' Draw Border%rid
& Erase Border
E Line Colar 4
Line Style 3
More Borders..,
To add a fill color: EH More Borders
1. Select the cell(s) you want to modify.
2. Click the drop-down arrow next to
T 1 . e the Fill Color command on the Home tab.
Webinar Training Log The Fill Color menu will appear.
3 3. Select the fill color you want to use.
: . A live preview of the new fill color will
4 [Email Address |lastName |F"St L appear as you hover the mouse over
5 |heidi.lee@vestainsurance.com Lee Heidi different options. In our example, we'll
6 _|josie.gates@vestainsurance.com Gates Josie choose Light Green.
4. The selected fill color will appear in the selected cells. &D & ‘Calibri .|11 A == #-
By ~ -
F’avstev B I U- H- A- === &5
Clipboard & Font | Theme Colors uig
T . . .
Webinar Training Log o . B EEmEoEAE

i IIIIIIIIII

Webinar Tr Standard Colors
(1] EEEEE

Recent Colo:

1

2 Light Green
3 |heidi.lee@vestainsurance.com |:| Na Fill

) i

5

josie.gates@vestainsurance.co

A
- v More Colors...
wendy.crocker@vestainsurance Y W

'H'D 3{, Cut
E=Ye -
Paste 8 “opy

- ~ Format Painter

Clipboard r
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Cell styles

_34-

Instead of formatting cells manually, you can use Excel's predesigned cell styles. Cell styles are a quick way to
include professional formatting for different parts of your workbook, such as titles and headers.

To apply a cell style:

In our example, we'll apply a new cell style to our
existing title and header cells.

3
1. Select the cell(s) you want to modify. 4
5

(=]

2. Click the Cell Styles command on

Webinar Training Log

heidi.lee@vestainsurance.com Lee Heidi
josie.gates@vestainsurance.com Gates lasie

the Home tab, then choose the desired style from the drop-down menu. In our example, we'll

choose Accent 1.

@} %ﬂ Ex @ 2 AutoSum - ’%Y i 3.  The selected cell style will
Fill ~
onditional Format a: Insert Delete Format ' Sort & Find & appear.
ormatting = Table~ S - - - & Clear~ Filter = Select~
Good, Bad and Neutral
| Normal Bad Good Neutral . L
| Brmres Webinar Training Log
Check cell Explonatory ... Hyperlink Input Linked Cell 3
|Note Huutput | Warning Text LW Email Address Last Name  First Name
i lee@ " ] —
Titles and Headings 5 |heidi.lee@vestainsurance.com Heidi
. . . 6 |josie.gates@vestainsurance.com Josie
Heading 1 Heading2  Heading3 Heading 4 Title Total —
Themed Cell Styles
20%- Accentl  20%- Accent2  20%- Accent3  20%- Accentd  20%- AccentS  20%- Accenté Applying a cell style will replace any
40% - Accentl  40%- Accent2  40%- Accent3  40% - Accentd  40% - Accent5  40% - Accent6 eXIStmg cell formattmg EXCEpt for text
alignment. You may not want to use cell
you'
, styles if you've already added a lot of
[ formatting to your workbook.

Formatting text and numbers

One of the most powerful tools in Excel is the ability to apply specific formatting for text and numbers. Instead
of displaying all cell content in exactly the same way, you can use formatting to change the appearance
of dates, times, decimals, percentages (%), currency ($), and much more.

To apply number formatting:

In our example, we'll change the number
format for several cells to modify the

way dates are displayed.
3/1/2013 3/8/2013 3f15/2013 32013 3/29/2013
1. Select the cells(s) you want to modify. X %
E=—
123 gzr:;reazlifi( format b
2. Click the drop-down arrow next to the Number Format command on 12 emeer
the Home tab. The Number Formatting drop-down menu will appear. == corrency
3. Select the desired formatting option. In our example, we will change the T;iii:;
formatting to Long Date. S41.334.00
4., The selected cells will change to the new formatting style. For some number EHE o
formats, you can then use the Increase Decimal and Decrease EEEsE T e
Decimal commands (below the Number Format command) to change the number Teme
of decimal places that are displayed. et
% 41 33400.00 %5
_ _ _ _ _ R 1
Friday, March 01, 2013 Friday, March 08, 2013 Friday, March 13, 2013 Friday, March 22, 2013 Friday, March 29, 2013 [ Q@7 Soomune N
X X amc T
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Chapter-7

Introduction

Every workbook contains at least one worksheet by default. When working with a large amount of data, you can

-35-

Worksheet Basics

create multiple worksheets to help organize your workbook and make it easier to find content. You can
also group worksheets to quickly add information to multiple worksheets at the same time.

To rename a worksheet:

Whenever you create a new Excel workbook, it will

contain one worksheet named Sheetl. You can rename a
worksheet to better reflect its content. In our example, we will

create a training log organized by month.

1. Right-click the worksheet you want to rename, then

select Rename from the worksheet menu.

2. Type the desired name for the worksheet.
24
35
36
37
v ]
Januar b

To insert a new worksheet:

3.

Inzert...

Delete

Bename

Move or Copy...
View Code
Protect Sheet...
Tab Color v
Hide

Select All Sheets
pest)

Click anywhere outside of the worksheet, or
press Enter on your keyboard. The worksheet will
be renamed.

34
35
36
37
2T
January )
F2 - fe
A B

1 |Webinar Training Log: January

2:| Email Address First Name
3 |JaredBlLedbetter@vestainsurance.net Jared
4 |BeverlylKelly@vestainsurance.net Beverly

5 |BernadetteRKorth@vestainsurance.net Bernadette

January

I To change the default number of worksheets, navigate to Backstage
view, click Options, then choose the desired number of worksheets to
include in each new workbook.

1. Locate and select the New sheet button.
2. A new blank worksheet will appear.
Al v i Jx
A | B C D
1—- L ]
2
3
4
5
5]
General
January | Sheet2 @ Formulas
Proofing
Save
Language
Advanced

Add-Ins

Trust Center

Customize Ribbon

Quick Access Toolbar

“a® General options for working with Excel.

User Interface options

Show Mini Toolbar on selection (i
Show Quick Analysis options on selection
Enable Live Preview (i

ScreenTip style: |Show feature descriptions in ScreenTips

When creating new workbooks

Use this as the default font: | Body Font

Font size:
Default view for new sheets: u

Include this many sheets:
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To delete a worksheet:

1.

If you want to prevent specific worksheets from being edited
or deleted, you can protect them by right-clicking the
desired worksheet and then selecting Protect sheet from

Right-click the worksheet you want to delete,

then select Delete from the worksheet menu.

The worksheet will be deleted from your

workbook.

24
35
36
37

o

January )

the worksheet menu.

To copy a worksheet:

-36 -

25
26
27
28
29
30
31
32
33
34
35
36
37

Insert...

& Delete

Rename

Move or Copy...
Q'T:J View Code
[ Protect Sheet...
Tab Color 3

Hide

Select All

January I Sheetz‘l' [

Sheets

5]

7 Insert...

8 EX Delete

9—| Bename

10 Mowve or Copy...
11 &) View Code

1z

= 57 Protect Sheet...

14 Tab Color 4
15 Hide

16 -

- Samary §el:e/ct All Sheets |
Clipboard & Insert...
aa v : Eﬂ Delete

| Rename

If you need to duplicate the content of one worksheet to another, Excel

allows you to copy an existing worksheet.

1.

Right-click the worksheet you want to copy, then select Move or
Copy from the worksheet menu.

The Move or Copy dialog box will appear. Choose where the
sheet will appear in the Before sheet: field. In our example, we'll

[TV SRR

|

'S

|mu|

choose (move to end) to place the worksheet to the right of the

existing worksheet.

Check the box next to Create a copy, then click OK.

Move selected sheets
To book:

|\-festa ‘Webinar Log.xlsx

Eefore sheet:

Janua

Webinar Training _
Email Address
JaredBLedbetter €
BeverlyJKelly@ve
BernadetteRKorth
GaryVSmith@ves

o Ly

Move or Copy.. b

&1 View Code

Protect Sheet...
Tab Color
Hide

Select All Sheets
®

L S

A

4. The worksheet will be copied. It will have the same
title as the original worksheet, as well as a version
number. In our example, we copied
the January worksheet, so our new worksheet is
named January (2). All content from the January
worksheet has also been copied to the January (2)
worksheet.

G4 M F

Email Address

|

| January | January (2) ‘

Webinar Training Log: January

laredBLedbetter@vestainsurance.net  Jared
BeverlylKelly @vestainsurance.net

BernadetteRKorth@vestainsurance.net
GaryVSmith@vestainsurance.net Gary Smith X

First Name Last Name Webinar Completed:
Ledbetter x

Beverly Kelly

X

Bernadette Korth X

®
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You can also copy a worksheet to an entirely

different workbook. You can select any workbook that is
currently open from the To book: drop-down menu.

Move selected sheets
To book:

WVesta Webinar Log.xlsx

[new book)

esta Webinar Log.xdsx
Vesta Quarterly 5a
Westa Safety Regulati

|:| Create a copy

To move a worksheet:

Sometimes you may want to move a worksheet to
rearrange your workbook.

TN

-

January Mléﬁtch | ApriII February | )

34
1. Select the worksheet you want to move. The 3
36
cursor will become a small worksheet icon *%. 37
e |
2. Hold and drag the mouse until a small black
arrow = appears above the desired location.
34
3. Release the mouse. The worksheet will 35
be moved. 36
37
b

January February | March | April | )

To change the worksheet tab color: E?

28

You can change a worksheet tab's color to 29

help organize your worksheets and make your 30

workbook easier to navigate. 31

3z

) ) ) 33

1. Right-click the desired worksheet tab, 21

and hover the mouse over Tab Color. a5

The Color menu will appear. %

2. Select the desired color. A live 27
preview of the new worksheet tab color

Insert...
% Delete
Rename
Move or Copy..
View Code
Protect Sheet...
Tab Coler

Theme Colors

|

Unhide Standard Colors

Select All Sheets

will appear as you hover the mouse over
different options. In our example, we'll
choose Red.

wyy 1rore Colors...

e T

u ﬂ
January February || marcn | Aprir | l:l Rel‘; Color
A

3. The worksheet tab color will be changed.
4 The worksheet tab color is considerably less
a5 noticeable when the worksheet is selected. Select
% another worksheet to_ see how the color will appear
- when the worksheet is not selected.
January | February | March | April | () 34
35
36
37

o

Switching between worksheets

January || March | April ()

If you want to view a different worksheet, you can simply click the tab to switch to that worksheet. However,

with larger workbooks this can sometimes become tedious, as it
may require scrolling through all of the tabs to find the one you
want. Instead, you can simply right-click the scroll arrows in
the lower-left corner, as shown below.

16 Kellerman, Frances

2011 Sales | 2

4 [/\\)
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Activate ? >

Activate:

2017 Sales
A dialog box will appear with a list of all of the 2016 Sales
sheets in your workbook. You can then double- 2015 Sales
click the sheet you want to jump to. 2014 Sales
2013 Sales
2012 Sales
2011 Sales
2010 Sales
2009 Sales

2007 S S
2006 Sales

Grouping and ungrouping worksheets 2005 sales

You can work with each worksheet individually, or you can work with multiple worksheets at the same time.
Worksheets can be combined together into a group. Any changes made to one worksheet in a group will be made
to every worksheet in the group.

To group worksheets:

In our example, employees need to receive training every three months, so we'll create a worksheet group for

those employees. When we add the names of the employees to one worksheet, they'll be added to the other
worksheets in the group as well.

34
35
1. Select the first worksheet you want to include in 36
the worksheet group. 17
b=
2. Press and hold the Ctrl key on your keyboard. Ja“"'ar"tje February | March
3. Select the next worksheet you want in the group. Continue to select worksheets until all of the
worksheets you want to group are selected.
4. Release the Ctrl key. The worksheets are now grouped.
1 While worksheets are grouped, you can
5 navigate to any worksheet within the
group. Any changes made to one
Ed worksheet will appear
37 on every worksheet in the group.
2 However, if you select a worksheet that
January | February | March  April | May | June | July [ August is not in the group, all of your

worksheets will become ungrouped.

To ungroup all worksheets:

1. Right-click a worksheet in the group, then select Ungroup Sheets from the worksheet menu.

Insert...
ER Delete
Rename
Move or Copy...
View Code

G|

Tab Color 3
Hide

Select All Sheets

Ungroup Sheets %

January February | March April May | June July AUQUST | seprefiioer |

2. The worksheets will be ungrouped. Alternatively, you can simply click any worksheet not included in
the group to ungroup all worksheets.

January February March | April | May | June July August September
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Chapter-8 Page Layout

Introduction

Many of the commands you'll use to prepare your workbook for printing and PDF export can be found on
the Page Layout tab. These commands let you control the way your content will appear on a printed page,
including the page orientation and margin size. Other page layout options, such

as print titles and page breaks, can help make your workbook easier to read.

Page Layout view

Before you start modifying a workbook's page layout, you may want to view the workbook in Page Layout view,
which can help you visualize your changes.

|—PEQE:La)rout

To access Page Layout view, locate and select the Page Layout
view command in the bottom-right corner of your workbook.

Page orientation

SERTETESIITIOAy

Excel offers two page orientation

options: landscape and portrait. Landscape orients the
page horizontally, while portrait orients the

page vertically. Portrait is especially helpful for worksheets
with a lot of rows, while landscape is best for worksheets
with a lot of columns. In the example below, portrait
orientation works best because the worksheet includes more
rows than columns.

HE A

Portrait Landscape
TO change page orlentat|on m HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
. alors ~ == (I = s Width: | Aul
e [ HCS D [ 15 E e
Thems@m - Margins Orientation Size  Print Breaks Background Print ;ﬂ;s ‘g
1.  Click the Page Layout tab on the Ribbon. [ ’ e Ko
Portrait
2. Select the Orientation command, then choose 17 B
either Portrait or Landscape from the drop-down menu. LE”"SGE
3. The page orientation of the workbook will be changed.

Time
e 1, 2011
i

To format page margins: S

EETERTERIEEEE  200PM
wEERRRAnAEEE | 200PM
BEERRSAREEREE 200 PN
= i ks ety EEEERIRDNSEEE | 200PM

A margin is the space between your content and the edge of the . i 2 T
page. By default, every workbook's margins are set to Normal, which is a one-inch space between the content
and each edge of the page. Sometimes you may need to adjust the margins to make your data fit more
comfortably on the page. Excel includes a variety of predefined margin

sizes.
IMNSERT PAGE LAY OUT FORMULAS
=i 3 |
i H 3, ~
1. Click the Page Layout tab on the Ribbon, then select @ 5 “j IE‘;”
H Margins Orientation  Size Print Breaks E4
the Margins command. s - - Area- -
Last Custom Setting
. . . Top: 0. 75" Bottorm: O.75
2. The margins will be changed to the selected size. E Left: 0.25" Right:  0.7"
Header: 0.3" Footer: 0.3"
MNormal
| | E Top: 0.75' Bottorm: O.75
R R R Left: 0.7 Right: O.7"
1. Select the desired margin size from the drop-down menu. In our Header: 0.3" Footer: 0.3"
example, we'll select Narrow to fit more of our content on the
Wide
page. Top: 1" Bottom: 1
Left: - Right: i
Header: 0.5" Footer: 0.5"
MNarroww
Top: 0.75" b Bottorm: O.75"
Left: 025" Right: 0.25"
Header: 0.3" Footer: 0.3"
Custom Margins...
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To use custom margins:

Excel also allows you to customize the size of your margins in

the Page Setup dialog box.

1. From the Page Layout tab, click Margins. Select Custom

Margins... from the drop-down menu.

The Page Setup dialog box will appear.

Adjust the values for each margin, then click OK.

S 40 -

INSERT PAGE LAY OUT FORMULAS
L3 L1
= K
TR (T P=
Orientation Size Print Breaks B4
- - Area ~ -
Last Custom Setting
Top: 0.75" Bottorm: 0.75"
E Left: 0.25" Right: o7
Header: 0.2" Footer: 0.2"

Mormal
- Top: 0. 75" Bottorn: 0.75"
E Left: o7 Right: o7

1 Header: 0.3" Footer: 0.3
Wide
Top: 1" Bottorm: 1"
Left: i Right: "
Header: 0.5 Footer: 0.5"

Jini
[ 1

Marrow
Top: 0.75" Bottermn: 0.75"
Header: 0.3" Footer: 0.3"
| Page |[Wiargins: HeaderFooter | Sheet |
Custom Margins... %
4. The margins of the workbook will be
changed.
Left: Right:
07k 07 |+
Bottom: Footer:
0.75 5] 03 B
Center on page
["] Harizontally
[ wWertically
Frint... | | Print Preview | | Options... |
RRCEN

To include Print Titles:

If your worksheet uses title headings, it's important to include these headings on each page of your printed
worksheet. It would be difficult to read a printed workbook if the title headings appeared only on the first page.
The Print Titles command allows you to select specific rows

and columns to appear on each page.

1. Click the Page Layout tab on the Ribbon, then select

the Print Titles command.

2. The Page Setup dialog box will appear. From here, you

DATA REVIEW

IMSERT PAGE LAYOUT | FORMULAS
Leacevour |
o Des

P

Margins Orientation Size  Print Breaks Background Print ;;R
- - ~  Areavr 0~ Titles |} |
Page Setup [F]

can choose rows or columns to repeat on each page. In our example, we'll repeat a row.

3. Click the Collapse Dialog button next to the Rows to repeat at top: field.

‘

Page | Margins | Header/Footer |

Print area: ‘
Print titles

Rows to repeat at top: ‘

i@@ﬂ

Columns o rep: i
Print
[ Gridiines Comments:
Black and white
D - Cell grrors as: | displayed u
D Draft guality

D Row and column headings

Page order

(®) Down, then over
() Over, then down

‘ Print... ‘ | Print Preview ‘ | Options... ‘

Al

4. The cursor will become a small selection
arrow = and the Page Setup dialog box will be
collapsed. Select the row(s) you want to repeat at
the top of each printed page. In our example, we'll
select row 1.

Time

Location

d

@ oW e W

Marlins Saturday, July 02, 2011 2:00 PM

Saturday
5. Row 1 will be added to the Rows to repeat at
top: field. Click the Collapse Dialog button again.
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Page | ins | Header/Footer | Sheet

Print area: |
Print titles

Rows to repeat at top: | 51:81

6. The Page Setup dialog box will expand. Click OK.

Row 1 will be printed at the top of every page. Columns to repeat at left: |

Print

[] gridiines Comments: | (None)
Dﬂlackand white

I:| Drraft guality

D Row and column headings

Cell grrors as: | displayed

Page order

@ Down, then over
O Over, then down

To insert a page break: | [ Pant preview | [ options.. |

If you need to print different parts of your workbook
across separate pages, you can insert a page break.
There are two types of page breaks: vertical and horizontal. Vertical page breaks separate columns, while
horizontal page breaks separate rows. In our
example, we'll insert a horizontal page break.

IPageBreak Preview |

1. Locate and select the Page Break
view command. The worksheet will appear in
Page Break view.

2. Select the row below where you want the page break to appear. For example, if you want to insert a
page break between rows 28 and 29, select row 29.

A B C D
12 |Bulls Lightning Saturday Saturday, June 18, 2011 .
20 |cavaliers Eagles Friday Friday, August 05, 2011 3 CI |Ck the Page LaVOUt tab on
21 |Cavaliers Hawks Friday Friday, June 17, 2011 the R|bb°n’ select
22 |Caw I rs Bears Saturday Saturday, August 13, 2011 the Breaks Command, then
23 |Cavaliers Bulls Saturday Saturday, June 25, 2011 )
(Cavaliers Lightning Saturday Saturday, July 16, 2011 CI |Ck Inse rt Page B reak-
Tigers urj Asaturday, July 02, 2011
Colts Saturday, August 20, 2011 IMNSERT I PAGE LAYOUT I FORMULAS DATA REVIEW
Giants -, ur 'Saturday, July 23, 2011 ¥ — J—I —
Jets Saturday Saturday, July 09, 2011 @ ré ID IE%! | | E':é! :u*
Lightning Friday Friday, July 01, 2011 . . . ) . . 5['
Boars o Saturday, June 25, 2011 Margins Orientation  Size  Print | Breaks Background P.rlnt @
Eagles Saturday Saturday, August 13, 2011 T T T Area - phiiles
Hawks Saturday Saturday, July 30, 2011 Page Setup Insert Page Break
Jets Saturday Saturday, July 23, 2011 1 Remove Page Break
Marlins Saturday Saturday, June 18, 2011 2
Cavaliers Saturday Saturday, August 20, 2011 Reset All Page Breaks
o
4. The page break will be inserted, represented by a dark blue line.
A B C D
19 [Bulls Lightning Saturday Saturday, June 18, 2011 . . .
20 |cavaliers Eagles Friday Friday, August 05, 2011 V\{hen Ylerng your workbook in Normal
21 |cavaliers Hawks Friday Friday, June 17,2011 6:00 PM view, inserted page breaks are
22 |Cavaliers Bears Saturday  Saturday, August 13,2011  2:00 PM FEPFESEHtEd by a solid gray Iine, while
23 |Cavaliers Bulls Saturday Saturday, June 25, 2011 2:00 PM automatic page breaks are represented by
24 |Cavaliers Lightning Saturday Saturday, July 16,2011 2:00 PM a dashed line.
25 |Cavaliers Tigers Saturday Saturday, July 02, 2011 2:00 PM
26 |Cavaliers Colts Saturday Saturday, August 20, 2011 10:00 AM|
27 |Cavaliers Giants. Saturday Saturday, July 23,2011 10:00 AM
22 |Cavaliers Jets Saturday Saturday, July 09,2011  10:00 AM B < D E F
29 |Colts Lightning Friday Friday, July 01,2011 6:00 PM Colts Saturday  Saturday, Aug =
30 |Colts Bears Saturday Saturday, June 25,2011 2:00 PM Lightning neeien Saturday Saturday, A“::;;‘:t"
31 |Colts Eagles Saturday Saturday, August13, 2011 2:00 PM| Marlms n;:g: break —>
32 |colts Hawks Saturday Saturday, July 30,2011 2:00 PM Tigers break ulv S—
33 |Colts Jets Saturday Saturday, July 23, 2011 2:00 PM Hawks ) Saturday Saturday, July 16, 2011
34 |Colts Marlins Saturday Saturday, June 18, 2011 2:00 PM| Jets * Saturday Saturday, June 25, 2011
35 |Colts Cavaliers Saturday Saturday, August 20, 2011 10:00 AM| Lightning Friday Friday, August 12, 2011
Tigers Friday Friday, June 24, 2011
Bears Saturday Saturday, July 09, 2011
Bulls Saturday Saturday, August 20, 2011

To insert headers and footers:

You can make your workbook easier to read and look more professional by including headers and footers.
The header is a section of the workbook that appears in the top margin, while the footer appears in

the bottom margin. Headers and footers generally contain information such as page number, date, and
workbook name.
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1. Locate and select the Page Layout view command at the bottom of LPEQE Layout D]
the Excel window. The worksheet will appear in Page Layout view. HH 3 M -——+ 0
2. Select the header or footer you want to modify. In our example, we'll modify the footer at the
bottom of the page.
- 3. The Header & Footer Tools tab will
appear on the Ribbon. From here, you can
; c ) : access commands that will automatically
include page numbers, dates, and workbook
names. In our example, we'll add page
4 Jets Saturday Saturday, June 25,2011 10:00AM numbers.
471 Lightning Friday Friday, August 12,2011 6:00PM
i f Bo ¢ HEADER & FOOTERTO0LS
LICKTO adld Tooter
hv i HOME  INGERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW DESIGN
I BEOREERY [ § ome
i i / ﬂ | Different Firt Page
DaBEORED 0l a
Header Footer PagJ}Number Curent Culrfent file  File  Sheet Picture hl;rma'\ Golo Goto ] ifrent Odd &
. v v MNumberofPages Date Time Path Name Name Picture ' Header Footer
‘-|Kk 10 aad Neaaer Heatr & Footer Header & Footer Elements Navigation
4/ Tigers Friday Friday, June24, 2011 §:00PM 0 Page Number
1
49| Bears Saturday Safurday, July03, 011 Z00PM Addth page rumberts the hesder
501 Bulls Saturday  Saturday, August20, 201 2:00PM _ orfooter : } e l S
. e i j : §
4. The footer will change to include page numbers automatically.
—
C D E
46| lets Saturday Saturday, June 25,2011  10:00 AM
47| Lightning Friday Friday, August 12, 2011 6:00 PM
1] New footer
Click to add header
48 | Tigers Friday Friday, June 24,2011  6:00 PM
4% | Bears Saturday Saturday, July 09, 2011 2:00 PM
=N Rulle Catnirdaw Caturdaw Anmoct 20 011 7+ DhA

Excel uses the same tools as Microsoft Word to modify headers and footers
and Page Numbers from Word 2013 e-book

. Check out our chapter on Headers, Footers,
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Chapter-9 Printing Workbooks

Introduction

There may be times when you want to print a workbook to view and share your data offline. Once you've
chosen your page layout settings, it's easy to preview and print a workbook from Excel using the Print pane.

To access the Print pane:

1. Select the File tab. Backstage view will appear.

o o - 2. Select Print. The Print pane will appear.

HOME INSERT PAGE LAYOUT

| Calibri Ju AN
B I U- - A~
ipboard & Font [F]
Print
= Copies: z
prict @
Printer
R ) . Lexmark X422 (MS)
To print a workbook: |-tgaf Ready *® - |
Printer Properties
Navigate to the Print pane, then select the desired printer. Settings @

E Print Active Sheets |

Only print the active sheets

Enter the number of copies you wish to print.

P

s - . . . P |t =
Select any additional settings if needed (see above interactive). . lpmtones_lld; l l
Click Print. | Only print on one side of th...
pa— Collated
Bl 25 ez 12s -
Portrait Orientation -
l:l Letter -
a8.5"x 11"
:I:I:I Mormal Margins -
) R Left: 0.7 Right: 0.7
Choosing a print area Comtorn Seating -

Page Setup

Before you print an Excel workbook, it's important to decide exactly
what information you want to print. For example, if you have multiple worksheets in your workbook, you will need
to decide if you want to print the entire workbook or only active worksheets. There may also be times when
you want to print only a selection of content from your workbook.

To print active sheets:

Worksheets are considered active when selected.

1. Select the worksheet you want to print. To
print multiple worksheets, click the first worksheet, hold
the Ctrl key on your keyboard, then click any other
worksheets you want to select.

Navigate to the Print pane.
3. Select Print Active Sheets from the Print Range drop-down menu.

Settings 4. Click Pl’i ﬁt

Copies: |1 -

fm
@ Print Active Sheets ﬂgﬂ
Only print the active sheets [

@ Print Entire Workbook
Print the entire workbook

% Print Selection
Only print the current selection
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To print the entire workbook:

1. Navigate to the Print pane.
2. Select Print Entire Workbook from the Print Range drop-down menu.

Settings 3.  Click the Print button.

@ Print Active Sheets P ri nt

COnly print the active sheets

Print Entire Workbook Copies:
Print the entire workbook I} %
Print Selection .
COnly print the current selection sl
To print a selection:
jj) Team Opponent Day Date Time |
q . |
In our example, we'll print a selection of content 2 [ Jets ey eIy, I 1, 20 G
related to upcoming softball games in July. 3 |Bears Cavaliers Saturday  Tuesday, August 13,2013 2:00 PM!
4 |Bears Colts Saturday Tuesday, June 25,2013 2:00 PM.
5 Giants Saturday Tuesday, July 09, 2013
1. Select the cells you want to print. 6
1 Bulls  Saturday Tuesday, July 16,2013 10:00 AM
8 oo
2. Navigate to the Print pane. 1
9 P 9 |Bears Hawks Saturday Tuesday, August 20, 2013 10:00 AM!
3. Select Print Selection from the Print 10 |Bears Lightning Saturday  Tuesday, August06,2013  10:00 AM.
Range drop-down menu.
. preview of your selection will appear in
Settings 4. A f lection will
the Preview pane.
@ Print Active Sheets
Only print the active sheets
Print Entire Workbook Bears Giants Saturday Saturday, July 09, 2011
Print the entire workbook Bears Marlins Saturday Saturday, July 02, 2011
Bears Bulls Saturday Saturday, July 16, 2011
ﬁ Print Sel ion h Bears Eagles Saturday Saturday, July 23, 2011
Only print the current selection
5. Click the Print button
to print the selection.
P - _t If you prefer, you can also set the print area in advance so you'll
rim be able to visualize which cells will be printed as you work in Excel.
Copies: Simply select the cells you want to print, click the Page
=i Layout tab, select the Print Area command, then choose Set
e Print Area.
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGM
B Colors — W [ Bl E,'_='=|El fos Width: |Automatic - | Gri
[A]Fonts - @ rlbj ID IE;’! 1 = "E"’ % [ Height: |Automatic - | [+
Themes Margins Orientation Size | Print  Breaks Background Print -
- [©]effects - - - - Ar=c Titles | el Scale: w0z | [}
Themes Pag [:n’, Set Print Area = scale to Fit =
Print_Area - | : E3 Firs Llear Print Area

A B C D E

LM |First Name Cell Phone 5 |Position(s)

7 :

& |Tricia Matthews B808-555-6397 4721 Arron Smith Drive (Catcher

9 |Josefina Woodard F14-555-4506 2152 Liberty Avenue (outfield

10 |Rodney Ross 310-555-8862 3503 Prospect Valley Road |First base

11 |Leigh Dizon B07-555-7816 1483 Frosty Lane | Third base

12 |Mark Grant 914-555-5592 1663 Taylor Street :Shorlstop

13 |Mildred Persinger 601-555-0175 3329 ington Avenue  |First base, pitcher
14 | Dwayne Patnode 205-555-3783 1736 Broad Street 'DH

15 |Bonnie Benjamin 502-555-1212 2937 Earnhardt Drive |Second base

16 |Eva Ramer 805-555-8514 232 Timber Oak Drive :Right field

17 |Carol Pena 571-555-0704 4072 Nelm Street \Third Base

18 |Leola McNew 580-555-8177 2182 Cody Ridge Road | Pitcher

19 |Annie MuUuro 502-555-0190 1001 Cerullo Road \second base

20 |Joe Rodriguez 781-555-9659 9 Tenmile Road \Third base

21 |Josephine Carter F13-555-6401 1386 Patterson Street |outfield, catcher
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Fitting and scaling content

_45 -

On occasion, you may need to make small adjustments from the Print pane to fit your workbook content neatly
onto a printed page. The Print pane includes several

Copies:

1

tools to help fit and scale your content, such I bl T bl —
as scaling and page margins. I -
Bulls Team
First Name Cell Phone
A di Ryan 513-555-4477
T ft t t b f . t . Tricia Matthews 808-555-6397
O Tit content berore printing: Josefina Woodard 714 555 4506
Rodney Ross 310-555-8862
Leigh Dizon 607-555-7816
H H o Mark Grant 914-555-5592
If some of your c.ontent is being cut off by the printer, ke T
you can use scaling to fit your workbook to the page Dwayne Patnode  205-555-3783
H Bonnie Ji i 502-555-1212
aUtomatlca”y' Eva Ramer 805-555-8514
Carol Pena 571-555-0704
Leola McNew 580-555-8177
1. Navigate to the Print pane. In our example, we fm"ie ;"O“d“? -j;i::s&g;:g
A . . loe riguez - -
can see in the Preview pane that our content will losephine  Carter 713-555-6401
be cut off When printed. Nicole Waugh 707-555-8767
Anthony Keel 267-555-0144
Sally smith 571-555-9432
Joshua mMilliman 213-555-1117
i i Ray Logan 256-555-2475
2. Select Fhe desired option from oy Logan  fsessy e
the Scaling drop-down menu. In our example, Billy Sanchez  205-555-6874
we'll select Fit Sheet on One Page. r b
- .-
D Letter - The worksheet will be condensed to fit onto a single page.
85" x11"
l;l Nmmalmarg.ms v LT ¥ T ¥ ¥ . 4, When you're
Left: 0.7" Right 0.7" ] = e .
satisfied with the
Bulls Teain Roster: Co-ad Sofball 2013 Scallng, C||Ck Print,
Cdl Phone Strect Address .
DD No Scaling Trica Nn;m B0E-5356357 ?:m.!ﬁ..m m; = -
0 Print sheets at their actual size Rodrey  Rom FADS55886 3508 Procpect ValleyReod  First base P rl nt
0 Legh Don | G075557516 148 Fosty Lane Thirdbax
Mark Grant 145555380 1683 Taylor Street Shortstop
. Mildred Pergnger S0L-S550173 3320 Vi Avenie First base, pit
* Fit Sheet on One Page Duzyne  Pamode ES5537E 1736 Boadtrest o+ it
3 9€ | Shrink the printoutsothat]}fits Sonme  Eemamin S-SSS1212 2557 Sarhard Drve Secandbam =
] Eva Ramer BOS-5558514 232 Timbe r Ouk Drive: Right field
on one page Card B 5715550700 A072 Neim Strest Third Base Print
.. Fit All Columns on One Page ey e R
s, 3 . . . = Rodrigue: JEL-SSSSEER D Tenmie foad Third base
) Shrink the printout so that it is e Coer  TI3SSSENN 155 PattersonSoeet Dutfeld catdhar
one page wide Nicoe Wagh  O7-S558767 3950 Pretry View Lane Leftfield
Haal 267555004 533 Spring dwenue Shortstop pinchrunner
+ Fit A" ROWS on DI'IE Page Sally Smith. 571-5558431 2773 Nelm Streat Left fild, Ganter fald
Josha Miliman  213-555-1117 2166 Zmmerman Lane Pitcher, DH
[EHE  Shrink the printout so that it is Aay Logan  ISGSSSIATS 2433 iter Strest [
* . Carla Ramirez  573-555-1107  ABSE PenniStreet First base, Third base
one page high Bily Sanchez  ME-S556EM  SE9Strother Strest Fitcher, Qutfeld
Neil Cawford S0B-5552234 2312 tonepox Road LeftFisid
Custom Scaling Options... Robert  Mumay  SIESSS4ER  785Eracksde D Marsger
Keep in mind that worksheets will become
more difficult to read as they are scaled down, so
you may not want to use this option when printing
a worksheet with a lot of information.
L
-
| | | |

To modify margins in the

Preview pane:

Sometimes you may only need to adjust a single margin to make your data fit more comfortably. You can
modify individual page margins from the Preview pane.

1. Navigate to the Print pane, then click the Show
Margins button in the lower-right corner.

Show Margins

=W




SARVA EDUCATION (SITED) (An LT & Skill Advancement Training Programme) -46 -

2. The page margins will appear in the Preview pane. Hover the mouse over one of the margin

markers muntil the cursor becomes a double arrow '+. In our example, we'll modify the left
margin to fit an additional column on the page.

L] L] L] L] L] L]
. + |
| ] n
Team Opponent Day Date
Bears Jets Friday Friday, June 17, 2011
Bears Cavaliers Saturday Saturday, August 13, 2011
Bears Colts Saturday Saturday, June 25, 2011
Bears Giants Saturday Saturday, July 08, 2011
Bears Marlinz Saturday Saturday, July 02, 2011
Bears Bulls Saturday Saturday, July 16, 2011
Bears Ezgles Saturday Saturday, July 23, 2011
Bears Hawks Saturday Saturday, August 20, 2011
3. Click, hold, and drag the mouse to increase or decrease the margin width.

| L L L L |
L b .
- =
Team Opponent Day Date
Bears Jet= Friday Friday, June 17, 2011
Bears Cavaliers Saturday Saturday, August 13, 2011
Bears Colts Saturday Saturday, June 25, 2011
Bears Giants Saturday Saturday, July 08, 2011
Bears Marinz Saturday Saturday, July 02, 2011
Bears Bulls Saturday Saturday, July 16, 2011
Bears Eagles Saturday Saturday, July 23, 2011
Bearz Hawks Saturday Saturday, August 20, 2011
4. Release the mouse. The margin will be modified. In our example, we were able to fit an additional

column on the page.

|} |} |} | | |} |} |}

- u|
- u|

Team 0 pponent Day Date Time

Bears lets Friday Friday, June 17, 2011 6:00 PM

Bears Cavaliers Saturday Saturday, August 13, 2011 2:00 PM

Bears Cols Saturday Saturday, June 25, 2011 2:00 PM

Bears Giants Saturday Saturday, July 03, 2011 2:00 PM

Bears Marlins Saturday Saturday, July 02, 2001 2:00 PM

Bears Bullz Saturday Saturday, July 16,2011  10:00 AM

Bears Eagles Saturday Saturday, July 23, 2011 10:00 AM

Bears Hawks Saturday Saturday, August 20, 2011 10:00 AM
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Chapter-10 Simple Formulas

Introduction

One of the most powerful features in Excel is the ability to calculate numerical information using formulas. Just
like a calculator, Excel can add, subtract, multiply, and divide. In this lesson, we'll show you how to use cell
references to create simple formulas.

; Addition
Mathematical operators

Subtraction

Excel uses standard operators for formulas, such as a plus sign for addition (+),
a minus sign for subtraction (=), an asterisk for multiplication (*), a forward

slash for division (/), and a caret (~) for exponents. Multiplication

Division

All formulas in Excel must begin with an equals sign (=). This is because the cell

. . . Exponents
contains, or is equal to, the formula and the value it calculates. P

Understanding cell references

The formulain cell A3
refers to the value in cell
A1 plus the value in cell A2

NI -
!

While you can create simple formulas in Excel manually (for
example, =2+2 or =5*5), most of the time you will use cell
addresses to create a formula. This is known as making a cell
reference. Using cell references will ensure that your formulas are |°
always accurate because you can change the value of referenced
cells without having to rewrite the formula.

The formula calculates and
displays the answer to the
equation A1 plus A2

B

By combining a mathematical operator with cell references, you

. . . The formula automatically
can create a variety of simple formulas in Excel. Formulas can also

1
2 recalculates when_the value of
include a combination of cell references and numbers, as in the 3 FIEEEIEEL CE [ DE TR
examples below: 4
=Al+A2 Adds cells A1 and A2
=C4-3 Subtracts 3 from cell C4
=E7/14 Divides cell E7 by 14
=N10%*1.05 Multiplies cell N10 by 1.05
=R5"2 Finds the square of cell RS
To create a formula:
B3 | Fe
In our example below, we'll use a simple formula and cell A B c

references to calculate a budget.

-

June Budget $1,200.00
July Budget $1,500.00
Total Budget 4]

1. Select the cell that will contain the formula. In our
example, we'll select cell B3.

[T S RN

2. Type the equals sign (=). Notice how it appears in both
the cell and the formula bar.

3. Type the cell address of the cell you want to reference
first in the formula: cell B1 in our example. A blue
A B ‘( ) border will appear around the referenced cell.

June Budget | $1,200.00
July Budget | $1,500.00

SUM | i > ' o =B1
3 [Total Budget|= T
A B C
4
5 1 [ June Budget 51,200.00
Formula will appear z |[July Budget $1,500.00
6 in both the cell and
the formula bar 3 |Total Budget :Bl| I
4
5
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SUM - X & Jf || =BlIB2
4. Type the mathematical operator you want to use. In our A c
example, we'll type the addition sign (+). 1 lune Budget $1.200.00
5. Type the cell address of the cell you want to reference 2 |July Budget $1,500.00
second in the formula: cell B2 in our example. A red 3 |Total Budget |=B1+82| |
border will appear around the referenced cell. 2
5
6. Press Enter on your keyboard. The formula will be calculated, and the value will be displayed in the
cell.
B3 | i 5= =B1+B2

A B C

June Budget $1,200.00
July Budget $1,500.00
Total Budget $2,700.00

wob W =

Modifying values with cell references

If the result of a formula is too large to be displayed in a cell, it may appear

as pound signs (#######) instead of a value. This means the column is not
wide enough to display the cell content. Simply increase the column width to
show the cell content.

The true advantage of cell references is that they allow you to update data in your worksheet without having to
rewrite formulas. In the example below, we've modified the value of cell B1 from $1,200 to $1,800. The formula
in B3 will automatically recalculate and display the new value in cell B3.

B3 M A || =B1+B2

A B C o)

June Budget $1,800.00 M= Changed the value of cell
July Budget $1,500.00 B1 from $1200 to $1800
Total Budget $3,300.00

© o AW o

Cell B3 recalculates and
displays the new value because

it contains the formula =B1+B2

To create a formula using the point-and-click method:

Excel will not always tell you if your formula contains an error,
so it's up to you to check all of your formulas.

Rather than typing cell addresses manually, you can point and click on the cells you want to include in your
formula. This method can save a lot of time and effort when creating formulas. In our example below, we'll create

a formula to calculate the cost of ordering several

boxes of plastic silverware. D3 - £
A C D E
1. Select the cell that will contain the formula. In B
our example, we'll select cell D3. 2
. _ 3 |Plastic Silverware (box of 100) 9 58.75 ]
2. Type the equals sign (=). + |Napkins (box of 250) 12 $2.59
3. Select the cell you want to reference first in the 5 |Plates (box of 50) 6 $14.25
formula: cell B3 in our example. The cell 5 |Cups (box of 75) 10 $11.99
address will appear in the formula, and a dashed |~
blue line will appear around the referenced cell. =
83 X v K| -8 4. Type the mathematical operator you want to use. In
A ‘ < o £ our example, we'll type the multiplication sign (*).
5. Select the cell you want to reference second in the
_ ¥ : formula: cell C3 in our example. The cell address will
Plastic Silverware (box of 100) /N B4 58.75 |63 appear in the formula, and a dashed red line will
Napkins (box of 250) 12 $2.59 dth £ d I
Plates (box of 50] c 51425 appear aroun e referenced cell.
Cups (box of 75) 10 $11.99

L T R P P

=] M R

A C D E
Plastic Silverware (box of 100) £} @ $8.75 {=B3*C3
Napkins (box of 250) 12 $2.59
Plates (box of 50) 6 $14.25
Cups (box of 75) 10 $11.99

IR RF R
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6. Press Enter on your keyboard. The formula will be calculated,

and the value will be displayed in the cell.

D3 v fe || =B3*ca
A B C D
1
2
3 | Plastic Silverware (box of 100) 9 $8.75| $78.75
4 Napkins (box of 250) 12 $2.59
5 Plates (box of 50) 6 $14.25
6 Cups (box of 75) 10 $11.99
7
3

To edit a formula:

Sometimes you may want to modify an existing
formula. In the example below, we've entered an incorrect cell address in our formula, so we'll need to

_49 -

Formulas can also be copied to adjacent cells with

the fill handle, which can save a lot of time and effort if
you need to perform the same calculation multiple
times in a worksheet.

D3

MR S =B3*C3

© o o bW -

Plastic Silverware (box of 100) 9 $8.75 $78.75r
Napkins (box of 250) 12 $2.59 &
Plates (box of 50) 6 $14.25
Hot Sauce (gallon bottle) 10 $11.99

1. Select the cell containing the formula you want to edit.

In our example, we'll select cell B3.

B3 | I

A B

=B1-C2

C

Budget Total $1,050.00
Inventory Cost | $315.23

Total Remaining| $1,050.06

L R

2.

3. A border will appear around any
referenced cells. In our example, we'll

change the second part of the formula to

reference cell B2 instead of cell C2.

Click the formula bar to edit the formula. You can
also double-click the cell to view and edit the formula directly
within the cell.

1
2
2 | Plastic Silverware (box of 100)
4 |Napkins (box of 250) 12 $2.59 | $31.08
s  Plates (box of 50) 6 $14.25 $85.50
& |Hot Sauce (gallon bottle) 10| $11.99 |=B6*Ce
7
8
correct it.

B3 - fo| =12 T

R . o FomulaBr f . .
+ BudgetTotal  [$1,050.00 I
2 Inventory Cost | $315.23
LR e RO e To edit a formula, double-click the
4 selected cell or click the formula bar
5
5

sum il x v A =B I
A B C D
1 |Budget Total $1,050.00
2 | Inventory Cost $315.23
3 |Total Remaining|=B1-C2
4
5
5. The formula will be updated, and the new
value will be displayed in the cell.
B3 A F =B1-B2
A B C

Budget Total | $1,050.00

—

Inventory Cost | $315.23

Total Remaining| $734.77

[T TR ]

4.

When you're finished, press Enter on your
keyboard or click the checkmark in the formula

bar.
SUM - x ﬁ £ || =B1-B9|
A c
Enter
1 |Budget Total 51,050.00
2 | Inventory Cost $315.23
3 |Total Remaining|=B1-B2
4
5

the Ctrl key and press

If you change your mind, you can press the Esc key on your
keyboard to avoid accidentally making changes to your formula.

To show all of the formulas in a spreadsheet, you can hold
(grave accent). The grave accent key is
usually located in the top-left corner of the keyboard. You can
press Ctrl+ " again to switch back to the normal view.
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Chapter-11 Complex Formulas

Introduction

A simple formula is a mathematical expression with one operator, such as 7+9. A complex formula has more
than one mathematical operator, such as 5+2%*8. When there is more than one operation in a formula, the order
of operations tells Excel which operation to calculate first. In order to use Excel to calculate complex formulas,
you will need to understand the order of operations.

The order of operations
Excel calculates formulas based on the following order of operations:

Operations enclosed in parentheses
Exponential calculations (372, for example)
Multiplication and division, whichever comes first

Cal A

Addition and subtraction, whichever comes first

Using the Order of Operations

A mnemonic that can help you remember the order is PEMDAS, p 10+(6-3)/2/2*4-1
or Please Excuse My Dear Aunt Sally. E 10+3/272%4-1
b 10+3/4*4-1
o b 10+0.75%4-1
To learn more about how the order of operations is used to calculate A 10+3-1
S

13.1=12

formulas in Excel see image below-

Now we have our answer: 12. This is the exact same result you would get if you entered the formula into Excel.

Creating complex formulas

In the example below, we will demonstrate how b I I S A s B WL

Excel solves a complex formula using the order of A B c D
operations. Here, we want to calculate the cost

of sales tax for a catering invoice. To do this,
we'll write our formula as =(D2+D3)*0.075 in
cell D4. This formula will add the prices of our
items together and then multiply that value by the
7.5% tax rate (which is written as 0.075) to
calculate the cost of sales tax.

Empanadas: Beef Picadillo $2.99 15 $44 .85
Empanadas: Chipotle Shrimp $3.99 10, $39.90
=(D2+D3)*0.075 [

L B S
-
@
>

D4 M F || =(D24D3)*0.075

iy B C D
Excel follows the order of operations and first adds the
values inside the parentheses: (44.85+39.90) =
$84.75. It then multiplies that value by the tax
rate: $84.75%0.075. The result will show that the sales
tax is $6.36.

Empanadas: Beef Picadillo $2.99 15 $44.85
Empanadas: Chipotle Shrimp $3.99 10 $39.90
$6.36

L S
—
o
x

It is especially important to enter complex formulas with the correct order of operations. Otherwise, Excel will
not calculate the results accurately. In our example, if the parentheses are not included, the multiplication
is calculated first and the result is incorrect. Parentheses are the best way to define which calculations will be
performed first in Excel.

=(D2+D3)*0.075

B Without parentheses, multiplication
is performed before addition,
leading to an incorrect result

Empanadas: Beef Picadillo

1
2

3z |Empanadas: Chipotle Shrimp | $3.99 | 10 39.90 N

4 Tax|= D2+4D3 *0.075 1 i
s

e Tax $47.84
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To create a complex formula using the order of operations:

In our example below, we will use cell references along with numerical values to create a complex formula

that will calculate the total cost for a catering invoice. The formula will calculate the cost for each menu item and
then add those values together.

1. Select the cell that will contain the formula. In our example, we'll select cell C4.
ca o fe
: —
z |Tamales: Chicken Tinga 52.29
3 Empanadas: Apple Cinnamon | $3.49 35
4 Total op
5
2. Enter your formula. In our example, we'll type =B2*C2+B3*C3. This formula will follow the order of

operations, first performing the multiplication: 2.29*20 = 45.80 and 3.49*35 = 122.15. It then will
add those values together to calculate the total: 45.80+122.15.

SUM | i X & Jx || =B2*C2+B3*C3
1 “
z |Tamales: Chicken Tinga $2.29
3 |Empanadas: Apple Cinnamon | $3.49 35
4 Total| [=B2*C2+B3*C3
5
3. Double-check your formula for accuracy, then press Enter on your keyboard. The formula
will calculate and display the result. In our example, the result shows that the total cost for the order
is $167.95.
c4 i I =B2*C2+B3*C3
, ﬁ
2 |Tamales: Chicken Tinga $2.29
3 |Empanadas: Apple Cinnamon | $3.49 35
4 Total $167.95
5

You can add parentheses to any equation to make it easier to read. While it won't change the result of the
formula in this example, we could enclose the multiplication operations within parentheses to clarify that they
will be calculated before the addition.

COUNTA ~| | X « [ | =(B2*C2)+(B3*C3)
1ﬂ
Tamales: Chicen Tinga $2.29

Empanadas: Apple Cinnamon | $3.49 35
Total| =(B2*C2)+(B3*C3)

[T S VE R ]
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Chapter-12 Relative and Absolute Cell References

Introduction

There are two types of cell references: relative and absolute. Relative and absolute references behave
differently when copied and filled to other cells. Relative references change when a formula is copied to another

cell. Absolute references, on the other hand, remain constant, no matter where they are copied.

Relative references

By default, all cell references are relative references. When copied across multiple cells, they change based on
the relative position of rows and columns. For example, if you copy the formula =A1+B1 from row 1 to row 2,

the formula will become =A2+B2. Relative references are especially convenient whenever you need

to repeat the same calculation across multiple rows
or columns.

To create and copy a formula using relative
references:

In the following example, we want to create a formula
that will multiply each item's price by the quantity.
Instead of creating a new formula for each row, we
can create a single formula in cell D2 and then copy it
to the other rows. We'll use relative references so the
formula correctly calculates the total for each item.

1. Select the cell that will contain the formula. In
our example, we'll select cell D2.

2. Enter the formula to calculate the desired value.
In our example, we'll type =B2*C2.

c2 i X v k| =B2C2
A B c D E
1 ‘m [ il
2 |[Empanadas: Beef Picadillo $2.99 151=B2%C2 |
3 Empanadas: Chipotle Shrimp $3.99 10
4 |Empanadas: Black Bean & Plantain | $2.49 20
5 Tamales: Chicken Tinga $2.29 20
& Tamales: Vegetable $2.29 30
7 Arepas: Carnitas $2.89 10
3 Arepas: Queso Blanco $2.49 20
5 Empanadas: Apple Cinnamon $3.19 40
10 Beverages: Horchata $1.89 25
11 Beverages: Lemonade $1.89 35
1z Beverages: Tamarindo $1.89 10
13
14

5. Click, hold, and drag the fill handle over the cells
you want to fill. In our example, we'll select
cells D3:D12.

D2 ~| £ =B2*C2 old and dras e to
A op e fo a to adjace

1

2 |Empanadas: Beef Picadillo $2.99 15 $44 .85

3 |Empanadas: Chipotle Shrimp $3.99 10

4 |[Empanadas: Black Bean & Plantain |$2.49 20

s |Tamales: Chicken Tinga $2.29 20

6 Tamales: Vegetable $2.29 30

7 Arepas: Carnitas $2.89 10

2 Arepas: Queso Blanco $2.49 20

o |Empanadas: Apple Cinnamon $3.19 40

10 Beverages: Horchata $1.89 25

11 Beverages: Lemonade $1.89 35

12 Beverages: Tamarindo $1.89 10| +~

D2 M F
A B D E
1
2 |Empanadas: Beef Picadillo $2.99 15 ]
3 |Empanadas: Chipotle Shrimp $3.99 10
4 |Empanadas: Black Bean & Plantain | $2.49 20
5 |Tamales: Chicken Tinga $2.29 20
& |Tamales: Vegetable $2.29 30
7 |Arepas: Carnitas $2.89 10
5 |Arepas: Queso Blanco $2.49 20
s |Empanadas: Apple Cinnamon $3.19 10
10 |Beverages: Horchata $1.89 25
11 |Beverages: Lemonade $51.89 35
12 |Beverages: Tamarindo $1.89 10
13
14
3. Press Enter on your keyboard. The formula
will be calculated, and the result will be
displayed in the cell.
4. Locate the fill handle in the bottom-right
corner of the desired cell. In our example,
we'll locate the fill handle for cell D2.
D2 M Je =B2*C2
A B D E
1
2 |[Empanadas: Beef Picadillo $2.99 15 $44.85
3 |Empanadas: Chipotle Shrimp $3.99 10 f
4 |[Empanadas: Black Bean & Plantain | $2.49 20
s |Tamales: Chicken Tinga $2.29 20 I
& |Tamales: Vegetable $2.29 30 [
7 |Arepas: Carnitas 52.89 10
& |Arepas: Queso Blanco $2.49 20
s |Empanadas: Apple Cinnamon $3.19 40
10 |Beverages: Horchata $1.89 25
11 |Beverages: Lemonade $1.89 35
12 |Beverages: Tamarindo $1.89 10
13
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6. Release the mouse. The formula will be copied to the selected cells with relative references, and the
values will be calculated in each cell.

D2 - £ =m2*C2
A £ < o E You can double-click the filled cells to check their

! _ formulas for accuracy. The relative cell references

2 [Empanadas: Beef Picadillo $2.99 15 $44.85 should be different for each cell, depending on their

3 |Empanadas: Chipotle Shrimp $3.99 10 5$39.90

2 |Empanadas: Black Bean & Plantain | $2.49 20 $49.80 rows.

5 |Tamales: Chicken Tinga $2.29 20 $45.80

5 |Tamales: Vegetable $2.29 30 S68.70

7 |Arepas: Carnitas $2.89 10 $28.90 sum i | x « A& | =Bs*cs

& |Arepas: Queso Blanco $2.49 20 $49.80

9 |[Empanadas: Apple Cinnamon $3.19 40 $127.60 |

10|Beverages: Horchata 51.89 25 $47.25 2 |Empanadas: Beef Picadillo

11 |Beverages: Lemonade 5$1.89 35 5$66.15 3 |Empanadas: Chipotle Shrimp

12| Beverages: Tamarindo $1.89 10 $18.90 | 2 |[Empanadas: Black Bean & Plantain

13 5 |Tamales: Chicken Tinga

14 & Tamales: Vegetable
7 arnias T
8'[Arepas: Queso Blanco ‘-.'I $2.49 20|=B8*C8
s |[Empanadas: Apple Cinnamon i 53.19 a0 SIZ760
10 |Beverages: Horchata $1.89 25 $47.25
11 |Beverages: Lemonade $1.89 35 $66.15
12 |Beverages: Tamarindo $1.89 10 $18.90
13

Absolute references

There may be times when you do not want a cell reference to change when filling cells. Unlike relative references,
absolute references do not change when copied or filled. You can use an absolute reference to keep a row
and/or column constant.

SAS2 The column and the row do not change when copied

An absolute reference is designated in a formula by the :
addition of a dollar sign ($). It can precede the A$2  The row does not change when copied
column reference, the row reference, or both.

$A2 The column does not change when copied

You will generally use the $A$2 format when creating
formulas that contain absolute references. The other two formats are used much less frequently.

When writing a formula, you can press the F4 key on your keyboard to switch between relative and absolute cell
references. This is an easy way to quickly insert an absolute reference.

D3 vl £
To create and copy a formula using absolute references: A i < D £
1
2
' o .
In our example, we'll use the 7.5% salgs tax r.'ate in 3 |Empanadas: Beef Picadillo $2.99 15
cell E:I.'”to ca(ljculate thﬁ salss tlax forlzlall |;ems in colu]r-n_n + |Empanadas: Chipatle Shrimp $3.99 10
D. V¥e nFe to use the ah ?O Utelce_ re_eren':e $E$1in s Empanadas: Black Bean & Plantain | $2.49 20
our formula. Because each formula is using the same tax 5 Tamales: Chicken Tinga $2.29 20
rate, we want that reference to remain constant when -
. : _ _ 7 Tamales: Vegetable 52.29 30
the formula is copied and filled to other cells in column D. -
& Arepas: Carnitas 52.89 10
9 Arepas: Queso Blanco 52.49 20
1. Select the cell that will contain the formula. In our 10 Empanadas: Apple Cinnamon $3.19 40
example, we'll select cell D3. 11 Beverages: Horchata $1.89 25
1z Beverages: Lemonade 51.89 35
. 13 Beverages: Tamarindo $1.89 10
2. Enter the formula to calculate the desired value. "
In our example, we'll type =(B3*C3)*$E$1. 15
SUM - : > ~ F23 =(B3*C3)*SES1
A B C D E
. L o7sw |
2
3 |Empanadas: Beef Picadillo S2.99 T =(B3*C3)*SES1 3. Press Enter on your R
4 |Empanadas: Chipotle Shrimp $3.99 10 keyboard- The formUIa Wl”
s |[Empanadas: Black Bean & Plantain | $2.49 20 Calculate, and the result
& | Tamales: Chicken Tinga $2.29 20 WI” dlsplay in the ceII.
7 | Tamales: Vegetable $2.29 30
2 |Arepas: Carnitas $2.89 10
@ |Arepas: Queso Blanco $2.49 20
10 |[Empanadas: Apple Cinnamon $3.19 40
11 |Beverages: Horchata $1.89 25
1z |Beverages: Lemonade 51.89 35
13 |Beverages: Tamarindo $1.89 10
14
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4., Locate the fill handle in the bottom-right corner of the desired cell. In our example, we'll locate the fill

handle for cell D3.

D3 - fe | =(B3C3)™SES1 5. Click, hold, and drag the fill handle over
R 8 c g : the cells you want to fill: cells D4:D13 in

, our example.
2
3 |Empanadas: Beef Picadillo $2.99 15 $3.36 o N Ll L
4 |Empanadas: Chipotle Shrimp $3.99 10 f A 0'C anc crag S0
5 |Empanadas: Black Bean & Plantain | 52.49 20 1 i : =
& | Tamales: Chicken Tinga $2.29 20 ’ : ——
 Tamales: Vegetable $2.29 30 T 3 Empanadas:Be?f PICﬂdI".U $2.99 15 $3.36

. 4 |Empanadas: Chipotle Shrimp $3.99 10|
& |Arepas: Carnitas 52.89 1f T 5 |[Empanadas: Black Bean & Plantain | $2.49 20|
¢ |Arepas: Queso Blanco $2.49 20 & |Tamales: Chicken Tinga $2.29 20
10 |Empanadas: Apple Cinnamon $3.19 40 7 Tamales: Vegetable $2.29 30
11 |Beverages: Horchata $1.89 25 3 |Arepas: Carnitas $2.89 10
12 |Beverages: Lemonade 51.89 35 o |Arepas: Queso Blanco $2.49 20
13 |Beverages: Tamarindo 51.89 10 10 |Empanadas: Apple Cinnamon $3.19 40
14 11|Beverages: Horchata $1.89 25
15 12 |Beverages: Lemonade 51.89 35

13 |Beverages: Tamarindo $1.89 10| __'
4

the values will be calculated in each cell.

D3 - feo | =(B3*C3)sESL

A B C

[ R
I

3 |[Empanadas: Beef Picadillo $2.99 15 $3.36

4 |Empanadas: Chipotle Shrimp $3.99 10 $2.99

5 |Empanadas: Black Bean & Plantain | $2.49 20, $3.74

& | Tamales: Chicken Tinga $2.29 20 $3.44

7 | Tamales: Vegetable $2.29 30, $5.15

8 | Arepas: Carnitas $2.89 10 $2.17

9 | Arepas: Queso Blanco $2.49 20 $3.74

10|Empanadas: Apple Cinnamon $3.19 40 $9.57

11|Beverages: Horchata 51.89 25 $3.54

12|Beverages: Lemonade $1.89 35 $4.96

13 Beverages: Tamarindo $1.89 10 $1.42

14

15
Be sure to include the dollar sign ($) whenever you're
making an absolute reference across multiple cells. The
dollar signs were omitted in the example below. This
caused Excel to interpret it as a relative reference,
producing an incorrect result when copied to other cells.

SUM he x A =(B10*C10)*E8

B

Release the mouse. The formula will be copied to the selected cells with an absolute reference, and

You can double-click the filled cells to check their
formulas for accuracy. The absolute reference
should be the same for each cell, while the other
references are relative to the cell's row.

SUM - =(B9*C8)*$ES1

B

# |Empanadas: Beef Picadiilo Relative cell references in row 9 are -
T O T ORI  relative to row 9 wihile the absolute N,
5 [Empanadas: Black Bean & P cell reference remains constant

6 |Tamales: Chicken Tinga 3

7 |Tamales: Vegetable $5.15 I
3 : arnlta?\ —&2-00 £3.12 I

9 [Arepas: Queso Blanco 52,49 T=(B9*C9)*SES1 I
10|Empanadas: Apple Cinnamon S319 a0 SO00

11 |Beverages: Horchata $1.89 25 $3.54

12 |Beverages: Lemonade $1.89 35 $4.96

13 |Beverages: Tamarindo $1.89 10 $1.42

Empanadas: Beef Picadillo $3.36 $48.21
Empanadas: Chipotle Shrimp HVALUE! 542.89
$2,401.04 $53.54

Without the dollar sign ($), the reference to HVALUE! 549.24

cell E1 was interpreted as a relative $168,373.03 573.85

reference, leading to incorrect results w_[ $31.07

$8,388,398. $53.54

Empanadas: Apple Cinnamon 1—(B10*C10)*E10 $127.60
Beverages: Horchata $1.89 25 5396,354,176.00 $50.79
Beverages: Lemonade 51.89 35 HVALUE! $71.11
Beverages: Tamarindo $1.89 10| $7,491,094,819.49 $20.32
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Excel allows you to refer to any cell on any worksheet, which can be especially helpful if you want to reference a
specific value from one worksheet to another. To do this, you'll simply need to begin the cell reference with

the worksheet name followed by an exclamation point (!). For example, if you wanted to reference

cell A1 on Sheetl, its cell reference would be Sheet1!Al.

Note that if a worksheet name contains a space, you will need to include single quotation marks (' ')
around the name. For example, if you wanted to reference cell A1 on a worksheet named July Budget, its
cell reference would be 'July Budget'!Al.

To reference cells across worksheets:

A B C D E
In_ our example below, we'll refer to a cell 5 |Empanadas: Black Bean & Plantain | $2.49 20 $3.74 $53.54
with a calculated value between two & [Tamales: Chicken Tinga $2.29 20 $3.44 $49.24
worksheets. This will allow us to use 7 [Tamales: Vegetable $2.29 30 $5.15 $73.85
the exact same value on two different 2 |Arepas: Carnitas $2.89 10 $2.17 $31.07
worksheets without rewriting the formula or 9 |Arepas: Queso Blanco $2.49 20 $3.74 $53.54
copying data between worksheets. 10 |Empanadas: Apple Cinnamon $3.19 40 $9.57 $137.17
11 |Beverages: Horchata $1.89 25 $3.54 $50.79
12 |Beverages: Lemonade $1.89 35 $4.96 §71.11
1. Locate the cell you want to reference, 13 |Beverages: Tamarindo $1.89 10 $1.42 $20.32
and note its worksheet. In our example, e $587.65
we want to reference cell E14 on 15 Ii
the Menu Order worksheet. e
2. Navigate to the desired worksheet. In e Order il 2

our example, we'll select the Catering Invoice worksheet.

Beverages: Lemonade |$1.89 | 35| 5496 §71.11 3.
Beverages: Tamarindo $1.89 10 $1.42 $20.32 4
$587.65

The selected worksheet will appear.

Locate and select the cell where you

want the value to appear. In our example,
we'll select cell B2.

Menu Order | Catering Invoicet& ® g2 - Ca
A B C
- 1
5. Type the equals sign (=), the sheet name followed
- - 2 |Menu Items ™
by an exclamation point (), and the cell address. In
our example, we'll type ="Menu Order'!E14.
Paper Items (Plates,
SUM - i | x & A | =MenuOrderlEld 3 |silverware, cups) $110.87
A B C
B Rental Equipment (Tables,
2 |[Menu Items ='Menu Order'lE14 T 4 |Chairs, Linens) $249.95
Paper Items (Plates, Service Fee (18% of menu
3 |silverware, cups) $110.87 5 |items ordered) $0.00
i & |Total Cost $360.82
Rental Equipment (Tables, .
Chairs, Li 249.95
“ airs, linens) s | Menu Order | Catering Invoice (&)
Service Fee (18% of menu
s |items ordered) $113.63
& |Total Cost $1,105.72
7
‘ Menu Order Catering Invoice ()

6. Press Enter on your keyboard. The value of the referenced cell will appear. If the value of cell E14
changes on the Menu Order worksheet, it will be updated automatically on the Catering Invoice
worksheet.

If you rename your worksheet at a later point, the cell reference
o2 M % || =Menu OrderlF14 will be updated automatically to reflect the new worksheet name.
A B C
1 . .
2 [Menu Items $587.65 If you enter a worksheet name incorrectly, the #REF! error will appear
in the cell. In our example below, we've mistyped the name of the
Paper Items (Plates, worksheet. Click
5 silverware, cups) $110.87 - % || ='menuorderB1s
. the Error button and N -
Rental Equipment (Tables, . . -
- select the desired option Menu Items © - HREF!
4 |Chairs, Linens) $249.95 alict Catl Rt .
from the drop-down menu _Ia' nualicl Cell Reference Error
i - - il Help on this error
.Serwce Fee (18% of menu to edlt or ignore the error. E sh:.v Calculation Steps...
s items ordered) $113.63 n ‘ ’E
s Total Cost $1,105.72 T
7] ) . el Error Checking Options... HREF!
| Menu Order | Catering Invoice (O] otal Cost HREF!
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Chapter-13 Functions

Introduction

A function is a predefined formula that performs calculations using specific values in a particular order. Excel
includes many common functions that can be useful for quickly finding the sum, average, count, maximum
value, and minimum value for a range of cells. In order to use functions correctly, you'll need to understand the
different parts of a function and how to create arguments to calculate values and cell references.

The parts of a function

=SUM(A1:A20)

In order to work correctly, a function must be written a specific way,
which is called the syntax. The basic syntax for a function is

the equals sign (=), the function name (SUM, for example), and
one or more arguments. Arguments contain the information you
want to calculate. The function in the example below would add the Equal Function Argument
values of the cell range A1:A20. O Ls

COUNTA - B > ~ I =AVERAGE(B1:BS)
Working with arguments a B

1 5
Arguments can refer to both individual cells and cell ranges and 2 8
must be enclosed within parentheses. You can include one 3 9
argument or multiple arguments, depending on the syntax required 4 7
for the function. s 5

& 1
For example, the function =AVERAGE(B1:B9) would calculate 7 3
the average of the values in the cell range B1:B9. This function 8 2
contains only one argument. 2 7

1€| =AVERAGE(R1:B9)

11

Multiple arguments must be

separated by a comma. For COUNTA  ~ | > o fe | =SUM[AL:AZ,CL:C2,E1L)

example, the A B c o £ F
functio_n =SUM(A1:A3, C1:C2, 7 5 [ 15]

E1) will add the values of all the a 12 b

cells in the three arguments. -=

i =SUM(A1:A3,C1:02,E1)|

[ B P

Creating a function

Excel has a variety of functions available. Here are some of the most common functions you'll use:

° SUM: This function adds all of the values of the cells in the argument.
° AVERAGE: This function determines the average of the values included in the argument. It calculates
the sum of the cells and then divides that value by the number of cells in the argument.
° COUNT: This function counts the number of cells with numerical data in the argument. This function
is useful for quickly counting items in a cell range.
o MAX: This function determines the highest cell value included in the argument.
o MIN: This function determines the lowest cell
value included in the argument. c11 E =
A B C D
1
2
T t basic f ti . 3 |Tomatoes (case of 12) 3 $17.44 §$52.32
0 create a baslic function: 4 |Black Beans (case of 10) 5 $20.14 | $100.70
s |All Purpose Flour (50 Ib.) 5 $14.05 $70.25
In our example below, we'll create a basic function to ¢ |Corn Meal/Maza (25 Ib.) 5 51869 | $93.45
calculate the average price per unit for a list of ! gr:’w":':;':zs("ll) Ton 13 Ség'ig sis'}:i
. . . & |Salsa, Medium (1 gallon . .
recently ordered items using the AVERAGE function. - Olive Ol (2.5 gallon) A 52860 | 511476
Vegetable Wash (1 gallon) $17.98
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1. Select the cell that will contain the function. In our example, we'll select cell C11.

2. Type the equals sign (=) and enter the desired function name. You can also select the desired
function from the list of suggested functions that will appear below the cell as you type. In our
example, we'll type =AVERAGE.

COUNTA v | i X « fi  =AVERAGE 3. Enter the cell range for
the argument inside parentheses. In

A B D
our example, we'll type (€3:C10). This
formula will add the values of cells
Tomataes (case of 12) §17.44 | $52.32 C3:C10 and then divide that value by the
Black Beans (case of 10) $20.14 | $100.70
All Purpose Flour (50 1b.) $14.05 5$70.25

Corn Meal/Maza (25 1b.) 518.69 593.45
Brown Rice (25 |b_) 510_99 554_95 COUNTA | X v &k =AVERAGE(C3:C10)

total number of cells in the range to
determine the average.

o fw

[ N - TR I ST R I

&=

Salsa, Medium (1 gallon) 12 5$8.47 | $101.64 A B c D
Olive Oil (2.5 gallon) $28.69 | 5114.76
10| Vegetable Wash (1 gallon) $17.98

Type the functi Tomatoes (case of 12) $17.44 | $52.32
YPpe the function name I averacE Returns the average (arithmetic mean) lack :
or select it from the list @ avehacta Black Beans (case of 10) $20.14 | $100.70

() AVERAGEIFS

Corn Meal/Maza (25 Ib.) $18.69 | $93.45

Brown Rice (25 Ib.) $10.99 | $54.95

1
H
3 3
4 5
of suggested functions 7) AVERAGEIF 5 All Purpose Flour (50 Ib.) 5 $14.05 | $70.25
6 5
7 5
8
9

4., Press Enter on your keyboard. The function will Salsa, Medium (1 gallon) 12 $8.47 | $101.64
be calculated, and the result will appear in the cell. Olive Oil (2.5 gallon) 2 $28.69 | $114.76
In our example, the average price per unit of items 10| Vegetable Wash (1 gallon) 2 $8.99 | $17.98
ordered was $15.93. =AVERAGE(C2:C10) |
c11 |t fe || =AVERAGE(C3:C10}
A B C D E
1
2
3 ;"ng’es (case of 121)0 2 z;;':: sigé'% Excel will not always tell you if your formula
# [Black Beans (case of 10) - - contains an error, so it's up to you to check all of
s |All Purpose Flour (50 1b.) 5 $14.05 $70.25 .
your formulas. To learn how to do this, read
s |Corn Meal/Maza (25 1b.) 5 $18.69 $93.45
- the Double-Check Your Formulas lesson from
7 |Brown Rice (25 |b.) 5 $10.99 $54.95 E | Formul tutorial
5 |Salsa, Medium (1 gallon) 12 $8.47 | $101.64 our Excel Formuflas tutorial.
a |Olive Oil (2.5 gallon) a4 $28.69 | $114.76
10 |Vegetable Wash (1 gallon) 2 58.99 $17.98
1 $15.93

To create a function using the AutoSum command:

The AutoSum command allows you to automatically insert the most common functions into your formula,
including SUM, AVERAGE, COUNT, MIN, and MAX. In our example below, we'll create a function to calculate
the total cost for a list of recently ordered items using the SUM function.

1. Select the cell that will contain
the function. In our example, D12 ME: fe
we'll select cell D12.

1
2

3 |Tomatoes (case of 12) 3 $17.44 $52.32
1 |Black Beans (case of 10) 5 $20.14 | $100.70
s |All Purpose Flour (50 1b.) 5 $14.05 $70.25
& |Corn Meal/Maza (25 |b.) 5 $18.69 $93.45
7 |Brown Rice (25 Ib.) 5 $10.99 $54.95
3 |Salsa, Medium (1 gallon) 12 $8.47 | $101.64
o |Olive Oil (2.5 gallon) 4 $28.69 | $114.76
10 | Vegetable Wash (1 gallon) 2 $8.99 $17.98

1 $15.93
12 o
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In the Editing group on the Home tab, locate and select the arrow next to the AutoSum command

and then choose the desired function from the drop-down menu. In our example, we'll select Sum.

& o i

2 Sum

Insert Delete Format

> AutoSumﬂAv H
b

nd &

Average ect~

3. The selected function will appear in the cell. If logically
placed, the AutoSum command will automatically select a
cell range for the argument. In our example,

cells D3:D11 were selected automatically and their values

Cells Count Numbers ~ will be added together to calculate the total cost. You can
Max also manually enter the desired cell range into the
il v
Min argument.
N 0 : R s
More Eunctions... COUNTA  ~ X « f=  =SuM(D3:D11)
1
2 I
4. Press Enter on your keyboard. The function will 3 $52.32
be calculated, and the result will appear in the 4 $20.14 | $100.70
cell. In our example, the sum of D3:D11 5 $70.25
is $606.05. 6 $93.45
7 $54.95
D12 - Fe || =sum(p3:D11) 2 |Salsa, M d $8.47 1 $101.64
2 |Olive Oil (2.5 gallon) 4 $28.69 | $114.76
ﬁ — -
1
2 =sUM(D2:011)
3 |Tomatoes (case of 12) 3 $17.44 | 552.32 SUM(numberf, [number2], )
4 |Black Beans (case of 10) 5 $20.14 | $100.70
5 |All Purpose Flour (50 Ib.) 5 $14.05 | $70.25
6 |Corn Meal/Maza (251b.) 5 $18.69 | $93.45
7 |Brown Rice (25 1b.) 5 $10.99 | 554.95 The AutoSum command can also be accessed from
2 |Salsa, Medium (1 gallon) 12 $8.47 | $101.64 the Formulas tab on the Ribbon.
o |Olive Oil (2.5 gallon) 4 $28.69 | $114.76
10| Vegetable Wash (1 gallon) 2 $8.99 | $17.98
1 $15.93 m
s $606.05 HOME  INSERT ~ PAGELAYOUT | FORMULAS | DATA  REVIEW
13 b
K Z IS R B =
Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math &  Mare
Function < Used ~ - - ~  Time~ Reference~ Trig= Functions~
2 Sum Function Library
Al HAverage £
Count Numbers [
You can also use the Alt+= keyboard shortcut instead LA N o E F G H
of the AutoSum command. To use this shortcut, hold LI i
down the Alt key and then press the equals sign. 2 -
3 Mare Functions...
See below to learn more about the different types of =
functions in Excel
H = > =
HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW WIEWW
E=] Defi ] -
Insert AutoSurm Recently Financial Logical Text Date & Lookup & Math 8 Maore Marme .
Function - Used - - - - Time ~ Reference~ Trig~ Functions~ | Manager B3 Create from Selection
Function Library Defined Mames
AL - 2
=y E C D E F L] H | J K
1
2
3
4
5
=3
T
a8
=
10
11
12
1=z
14
15
16
17
18
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EE oW WSERT  PRGELAVOUT | FORMULS | DATA  REVEW | = oY
fx- X [ HOME  INSERT  PAGELAVOUT | FORMULAS  DATA INSERT  PAGELAYOUT  FORMULAS | DATA  REVIEW
| Insert Function ¢ X >
nsert)
ncti - s . . fx 2 . Recently Used
If you're having trouble finding the right function, the Insert AutoSum Command I S‘EQ 1
Funetion command allows you to search for functions using ; ‘"sift AutoSu - The Recently Used command gives you
- keywords. unetion The AutoSum command allows you to :::ﬁss to functions you've recently worked
* functions, like SUM, AVERAGE, and
Search for a function: Al M ’ ! B 8 E L]
R Recently Financial Logical Text
Type a brief description of what you want to do and then E ently Financial Logica
ek Go [ | A 5 Usedw - - -
Or select a category: Most Recently Used v 1 z ! E COUNTA 1 Library
) DATE
SHETCTAELT 2 AutoSum Recently Financial
3 e lsede - NETWORKDAYS
n 3 sm DOLLAR —_
5 - SuM
A : Lverage COUNT
! COUNTA(valuet.value2...) 7 Count Numbers PRODUCT
2 Counts the number of cells in a range that are not empty. u AVERAGE
A g Max =
L+ 9 Min "
5 0 HYPERLINK
More Functions...
j Help on this function 1 JfeInsert Functien...
12
ETRAvOUT TORTTOT DRTR REGTENT TEw T FORMOL DATR REVIETY TTE
E. o
i i Logical
ey Financial ogicd g .| Text
: The Financial category contains functions uncti Funct'lon: -‘2 the Lolgical categ_l:_ry cl'::eck ‘;ra The Text category contains functions
for financial calculations like determining a arguments fora vafue or conditiorn. For that work with the text in arguments
. example, if an order is more than $50 add .
payment (PMT) or interest rate for a loan o e to perform tasks, such as converting
$4.99 for shipping, but if it is more than $100
(RATE). c|| denotcharge for shipping (IF). text to lowercase (LOWER) or
c replacing text (REPLACE).
& 2] I
Financial Logical Text Date& Logical Text Datef Lookup & “
- © - Time-l - ~  Time~ Reference- Tod Date® Lookup & Ma
PMT [2] AND = Time~ Reference~ Tr
PPMT FALSE v FIND
PRICE IF FIXED
F
PRICEDISC — IFERROR LEFT
PRICEMAT IR, LEM H
v NOT LOWER
RATE or e
RECEIVED TRUE NUMBERVALUE
XOR
RRI PROPER
Jx Insert Function...
SLN REPLACE
o E
[FE=] [~ !’ ) | PAGE LAYOUT FORMULAS DATA REVIEW
G 5 Date & Time '
1 ate & X ]
Ti -l -
In LOOkup & Reference B me The Date & Time category contains " More Functions
u . - functions for working with dates and -
The L_ookup & Re_ferem:e category contains e Tl DR parl s (e e More Functions contains additional
functions that will return results for finding and current date and time (NOW) or the functions under Eateggles for Stah;tlcal.
referencing information. For example, you can ds (SECOND Engineering, Cube, Information, an
o 5 E seconds - Compatibility.
add a hyperlink (HYPERLINK) to a cell or return I p -
the value of a particular row and column L @ M = = G=lDefine Name -
intersection (INDEX). L B o e in Formu
Date & Lookup & Math&  More — Name 7% Usein Formula
Time~ Reference - Trig~ Functions~ Functions= Manager E5 Create from Selection
B Im M DAYS360 PN Statistical 3 AVEDEV
Lookup & Math &  More EDATE IM}  Engineering » AVERAGE
Reference~ Trig~ Functions~ EOMONTH B Cube > AVERAGEA
ADDRESS HOUR H - Il@ Information » AVERAGEIF
AREAS ISOWEEKNUM I, Compatibility » AVERAGEIFS
CHOOSE " MINUTE P web 3 BETA.DIST
R COLUMN MONTH BETA.INV
1 COLUMNS NETWORKDAYS
2 FORMULATEXT NETWORKDAYS.INTL
K GETPIVOTDATA NOW
n
X HLOGKUP SECOND FILE HOME INSERT PAGELAYOUT FORMULAS DATA
3 HYPERLINK fx
u INDEX o Math & Trig
ncti H
The Math & Trig category includes functions for
numerical arguments. For example, you can round
1 values (ROUND), find the value of Pi (PI) multiply

CIERSEEEEE

(PRODUCT), and subtotal (SUBTOTAL).

B S

Math&  More
Tiig~  Functions ~

Name
Manager

PI

POWER
PRODUCT
QUOTIENT
RADIANS
RAND
RANDBETWEEN
ROMAN
ROUND




SARVA EDUCATION (SITED) (An LT & Skill Advancement Training Programme) - 60 -

To insert a function from the Function Library:

In our example below, we'll use a function to calculate the number of business days it took to receive items after
they were ordered. In our example, we'll use the dates in

columns B and C to calculate the delivery time in column D. |, .l =
A B 4 D
1. Select the cell that will contain the function. In our ;
example, we'll select cell D3. ,
3 |Tomatoes (case of 12) 12-Aug-13 15-Aug-13 |
2. Click the Formulas tab on the Ribbon to access 4 |Black Beans (case of 10) 12-Aug-13 17-Aug-13

the Function Library.

w

All Purpose Flour (501b.) 12-Aug-13 14-Aug-13

3. From the Function Library group, select the & (Corn Meal/Maza (251b.) 12-Aug-13 15-Aug-13
desired function category. In our example, we'll 7 |Brown Rice (25 Ib.) 12-Aug-13 15-Aug-13
choose Date & Time. 3 |Salsa, Medium (1 gallon) 19-Aug-13|  23-Aug-13

5 |Olive Ol (2.5 gallon) 19-Aug-13 24-pAug-13
4, Select the desired function from the drop-down 10|Vegetable Wash (1 gallon) |~ 19-Aug-13] ~ 21-Aug-13
menu. In our example, we'll select the NETWORKDAYS 1

function to count the number of business days between the
ordered date and received date.

IEEEGEE . _ _
HOME 5. The Function Arguments dialog box will

IMSERT PAGE LAYOUT FORMULAS DATA REVIEW i
appear. From here, you'll be able to enter
L3 .
fx Z I IE l Ib IE IEI I! or select the cells that will make up the
Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math &  More arguments in the function. In our example
Function - Used ~ - - - Time~ Reference= Trig~ Functions - f . N !
we'll enter B3 in the Start date: field
and C3 in the End date: field.

Function Library

6. When you're satisfied with the arguments, click OK.

HOME  INSERT ~ PAGELAYOUT  FORMULAS ~ DATA  REVIEW  VIEW

SEE @B 5o

X 4 Use in Formula
AutoSum Recently Financial Logical Text Date@ Lookup® Math& More  Name
- Useds - © = [ime= Reference~ Tig~ Functions~ Manager 3 Create from Selection

HETWORKDAYS Fundtion Library DATE Defined Names
=l . 7 % DATEVALUE
rolar - _ .
EDATE

=4 atoes (case of 12) 12 comontH 13
Returns the number of whole workdays between two dates, k Beans (case of 10) 124 o 13
Start_date is a serial date number that represents the start date. urpose Flour (50 1b.) 124 soweecum 13
Meal/Maza (25 |b.) 12-F nute 13
nRice (251b.) 12-F ot 13
a, Medium (1 gallon) 194 nerworkpavs p, 13

Formula result = 4 e Qil (2.5 gallon) 19-2  NETWORKDAYS.K "F;‘;JDRKDM(Sm’dm‘End’dmmmyﬂ

- NOW
Help on this fundion m etable Wash (1 gallon) 13- Returns the number of whole workdays between
SECOND twe dates.

TIME ell me more
7. The function will be calculated, and the result will TEvALLE 0

appear in the cell. In our example, the result shows
that it took four business days to receive the order.

D3 | S« || =NETWORKDAYS(B3,C3)
A B c D E
1
2
3 |Tomatoes (case of 12) 12-Aug-13 15-Aug-13 4
4 |Black Beans (case of 10) 12-Aug-13 17-Aug-13
s |All Purpose Flour (50 1b.) 12-Aug-13 14-Aug-13
& Corn Meal/Maza (251b.) 12-Aug-13 15-Aug-13
7 |Brown Rice (25 1b.) 12-Aug-13 15-Aug-13
2 |Salsa, Medium (1 gallon) 19-Aug-13 23-Aug-13
3 | Olive Oil (2.5 gallon) 19-Aug-13 24-Aug-13
10 |Vegetable Wash (1 gallon) 19-Aug-13 21-Aug-13
11
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12-Aug-13 15-Aug-13 r Click, hold and drag the fill
12-Aug-13 17-Aug-13 5 handle to copy the function
12-Aug-13 14-Aug-13 to adjacent cells
12-Aug-13 15-Aug-13
12-Aug-13 15-Aug-13
19-Aug-13 23-Aug-13

Like formulas, functions can be copied to 19-Aug-13 24-Aug-13

. 19-Aug-13 21-Aug-13 v
adjacent cells. Hover the mouse over ‘
the cell that contains the function, then [~ [ _NETWORKDAYS{B10,C10)

click, hold, and drag the fill handle over
the cells you want to fill. The function will be
copied, and values for those cells will be

lcul d lati hei | 12-Aug-13 15-Aug-13 4
calculated relative to their rows or columns. 12 Aug 13 17-Aug 13 ©

12-Aug-13 14-Aug-13 3

12-Aug-13 15-Aug-13 4

12-Aug-13 15-Aug-13 4

19-Aug-13 23-Aug-13 5

19-Aug-13 24-Aug-13 5

19-Aug-13 21-Aug-13|=NETWORKDAYS(B10,C10)

B C

NETWORKDAYS (start_date, end_date, [helidays])

The Insert Function command

If you're having trouble finding the right function, the Insert Function command allows you to search for
functions using keywords. While it can be useful, this command is sometimes difficult to use. If you don't have
much experience with functions, you may have more success browsing the Function Library instead. For
more advanced users, however, the Insert Function command can be a powerful way to find a function quickly.

To use the Insert Function command:

In our example below, we want to find a function that will count the total number of items ordered. We want to
count the cells in the Item column, which uses text. We cannot use the basic COUNT function because it will only
count cells with numerical information. Instead, we will need to find a function that counts the total number of
cells within a cell range.

2.

Select the cell that will contain the function. In our example, we'll select cell B16.

B16 - : Soe

A B = D E F
1
ey
= | Tomatoes (case of 12) 3 $17.44 $52.32
2 |Black Beans (case of 10) 5 $520.14 $100.70
s |All Purpose Flour (50 1b.) 5 $14.05 $70.25
& |Corn Meal/Maza (25 Ib.) 5 $18.69 $93.45
7 |Brown Rice (25 Ib.) 5 $10.99 $54.95
3 |Salsa, Medium (1 gallon) 12 58.47 S101.64
o | Olive Qil (2.5 gallon) 4 $28.69 5$114.76
10 |Wegetable Wash (1 gallon) 2 $8.99 $17.98
11 $15.93
1z $606.05
13
14
15
16 Total ltems Ordered =
17 Most Expensive Item
18 Average Shipping Time
19

Click the Formulas tab on the Ribbon, then select the Insert Function command.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW

O A E d ] @ =

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math & More
Function - Used ~ - - - Time ~ Reference~ Trig~ Functions =

Function Library
Insert Function (Shift+F3) £
Work with the formula in the
current cell. You can easily pick B C [»}
functions to use and get help on
how to fill out the input values.

e Tell me more
T TUNE@ueEs (Case Ur L2y 3 517.44 552.32
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3. The Insert Function dialog box will appear.

4. Type a few keywords describing the calculation
you want the function to perform, then click Go. In
our example, we'll type Count cells, but you can
also search by selecting a category from the
drop-down list.

5. Review the results to find the desired function,
then click OK. In our example, we'll
choose COUNTA because it will count the number
of cells in a cell range.

Search for a function:

Search for a function:

S62-

count cells

Orselecta ca

Select a function:

gory: | Date & Time

Enter search terms,

then click Go

DATE(year.month.day)
Returns the number that represents the date in Microsoft Excel date-time

code.

Help on this function |

oK | | canca

count cells

Or select a categorny: | Recommended

Select a function:

COUNT
COUNTIF

Select a function,
then click OK

COUNTIFS
COUNTELANE
DCOUNTA
FREQUEMNCY

COUNTA(valuel,value2,...)
Counts the number of cells in a range that are not empty.

Help on this function

For

Help on this fundtion

The Function Argume

nts dialog box

will appear. Select the Value1l: field,
then enter or select the desired cells. In

our example, we'll enter
range A3:A10. You may

the cell
continue to add

arguments in the Value2: field, but in
this case we only want to count the

number of cells in the ce

Il range A3:A10.

When you're satisfied, click OK.

Valuel | A3A10 = {Tomatoes (case of 12", Black Bean...

Counts the numberef cells in a range that are not empty.

Enter the desired cell range(s) into

the Value: fields, then click O

number

0 255 arguments representing the values and cells
5 can be any type of infarmation,

Ty

8. The function will be calculated, and the result will appear in the cell. In our example, the result
shows that a total of eight items were ordered.
-] £
A B c D E
1
2
2 |Tomatoes (case of 12) 3 $17.44 $52.32
2 |Black Beans (case of 10) 5 $20.14 | $100.70
s |All Purpose Flour (50 1b.) 5 $14.05 570.25
& |Corn Meal/Maza (25 |b.) 5 518.69 593.45
7 |Brown Rice (25 |b.) 5 $10.99 $54.95
2 |Salsa, Medium (1 gallon) 12 $8.47 | $101.64
g |Olive Oil (2.5 gallon) 4 $28.69 | $114.76
10 | Vegetable Wash (1 gallon) 2 $8.99 517.98
1 $15.93
1z $606.05

P
oUW

Total Items Ordered 8
Most Expensive ltem
Average Shipping Time

-
]

-
@

-
w0

The inserted function

and calculated value
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ter-14 Freezing Panes and View Options

Introduction

Whenever you're working with a lot of data, it can be difficult to compare information in your workbook.
Fortunately, Excel includes several tools that make it easier to view content from different parts of your workbook
at the same time, such as the ability to freezepanes and split your worksheet.

To freeze rows:

You may want to see certain rows or columns all the time in your worksheet, especially header cells.
By freezing rows or columns in place, you'll be able to scroll through your content while continuing to view the
frozen cells.

A3 v i £ Albertson, Kathy

1. Select the row below the row(s) you want & B £ z E E
to freeze. In our example, we want to freeze
rows 1 and 2, so we'll select row 3. Salesperson May June July Aug Sept

“Allenson, Carol  $4,411.00 $1,042.00 $9,355.00 $1,100.00 $10,185.00

Altman, Zoey  $2,521.00 $3,072.00 $6,702.00 $2,116.00 $13,452.00

Bittiman, William $4,752.00 $3,755.00 $4,415.00 $1,089.00 $4,404.00

o s Kl -
=
E
S
g
)
Ep
‘

2. Click the View tab on the Ribbon.

3. Select the Freeze Panes command, then
choose Freeze Panes from the drop-down menu.

@

4. The rows will be frozen in place, as
REVIEW|  VIEW indicated by the gray line. You can scroll
= E % £ split View Side by Side DEI'-J d_own the worksheet while continuing to
[ M lide | CB]Synchronous Scrolling m view the frozen rows at the top. In our
Zoomto  New Amange Freeze - P spten example, we've scrolled down to row 18.

Selection  Window Al Panes= |:| Unhide Reset Window Pasition | \indows +
Freeze Panes
@ Keep rows and columns visible while the rest of

Ruler ] Formula Bar q [E)m E'zd; TE E

Lz n s “ml[éb“erj on current selection). ormal Page Break Page Custom 4] Gdlines (4] Headings  Z00m 100% Zoomta  New  Armange
Freeze Top Row Previe Selection  Window Al
% Keep the top row visible while scrolling through K Rows 1 and 2are frozen Zoom
above this line

the rest of the worksheet, H6
Freeze First Column

Keep the first columnn visible while scrolling

through the rest of the worksheet. — 1 Westbrook Parker Sales Data

May July Aug. Sept.
12 Hodges, Melissa $5,667.00 $4,798.00 $8,420.00 $1,389.00 $10,468.00|
19 Jameson, Robins: $4,269.00 $4,459.00 $2,248.00 $1,058.00 $6,267.00|
20 Kellerman, Franci $3,502.00 $4,172.00 $11,074.00 $1,282.00 $2,365.00)
21 Mark, Katharine $5,853.00 $2,011.00 $3,807.00 $1,348.00 $11,110.00)

B2 M F

To freeze columns:

B ¥
1. Select the column to the right of the L
2 |Salesperson
column(s) you want to freeze. In our example,
we want to freeze column A, so we'll select 3 |Albertson, Kathy|$3,947.00| $557.00 $3,863.00 $1,117.00 $5,237.00
column B ! 4 |Allenson, carol $9,355.00 $1,100.00 $10,185.00
' s |Altman, Zoey $6,702.00 $2,116.00 $13,452.00
2. Click the View tab on the Ribbon. & |Bittiman, William| $4,752.00[$3,755.00 $4,415.00 $1,089.00 $4,404.00

REVEW| | VIEW
3. Select the Freeze Panes command, E'A:_C'—)j = E % = spiit View Side by Side ED"J
[ ...iHide [E'II Synchronous Scrolling
then choose Freeze Panes from the drop- Zoomto  New Arange Freeze i - N Switch
down menu. Sclection | Window Al |Paness| 1 Unhide | B Reset Window Position | Windauws -

Freeze Panes
% Keep rows and columns visible while the rest of
the worksheet ;crolt}(based on current selection).
Freeze Top Row
E F % Keep the top row visible while scrolling through _K
the rest of the worksheet.
Freeze First Column
Keep the first column visible while scrolling
through the rest of the worksheet. -
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4. The column will be frozen in place, as indicated by the gray line. You can scroll across the
worksheet while continuing to view the frozen column on the left. In our example, we've scrolled across
to column E.

K19 MR I
A £ F s H To unfreeze rows or columns, click the Freeze

) Panes command, then select Unfreeze

> | Salesperson Aug. Sept. e = Panes from the drop-down menu.

3 Albertson, Kathy $1,117.00 247.00 $3,947.00

4 Allenson, Carol 1.00 $4,411.00

5 Altman, Zoey 1.00 $2,521.00

& _Bittiman, William) 51 089.00 $4,404.00 $20,114.00 54,752.00 $4,752.00 VIEW
,_—|'__| E Split [ View Side by Side EI:I'_J

ide [DI Synchronous Scrolling )

New Arrange | Freeze Switch

If you only need to freeze the top row (row 1) or first . Window Al |Panes= _Unhide | [ Reset Window Position | windows -

column (column A) in the worksheet, you can simply Unfreeze Panes
select Freeze Top Row or Freeze First Column from

the drop-down menu.

Unlock all rows and columns to scroll
through the entire worksheet.

Freeze Top Row
Keep the top row visible while scrolling N
through the rest of the worksheet.

VIEW Freeze First Column
- ) Keep the first column visible while
DE [0 View Side by Side EI:I'_‘| | scrolling through the rest of the worksheet.
EB[ Synch s Scrolli T T T T
Mew Arrange  Freeze | Synchronous Scrolling Switch 53"947'm

Window Al |Panes=| ] Unhide | Ef Reset Window Position | windows =

Unfreeze Panes

Unlock all rows and columns to scroll
through the entire worksheet.
Freeze Top Row

Keep the top row visible while scrolllngl} ™
through the rest of the worksheet,
Freeze First Column

Keep the first column visible while

Dec. scrolling through the rest of the worksheet.

$3,947.00

Other view options

If your workbook contains a lot of content, it can sometimes be difficult to compare different sections. Excel
includes additional options to make your workbooks easier to view and compare. For example, you can choose
to open a new window for your workbook or split a worksheet into separate panes.

. Westbrook Parker Sales Data - Excel
To open a new window for the current workbook:
DATA REVIEW

Excel allows you to open multiple windows for a single Q [E)m E@i

workbook at the same time. In our example, we'll use this Zoom 100% Zoomto — New %’m’ange Freeze

feature to compare two different worksheets from the same Selection  Window  All - Panes - [ Unhide

workbook. Zoom Win
New Window

. . . 1 Open a second window for your
1. Click the View tab on the Ribbon, then select D E document so you can work in

the New Window command. different places at the same time.
istbrook Parker SaleS"Date
2. i i

A new window for the workbook will appear.

EH ® - - s Westbrook Parker Sales Data 2012-2013:1 - EBxcel
HOME INSERT PAGELAYOUT FORMULAS DATA REVIEW VIEW Javier Flores ~ %

AL B S Westbrook Parker Sales Data: 2012 ~

Westbrook Parker Sales Data: 2012

May H © - < - < Westbrook Parker Sales Data 2012-2013:2 - Excel 7?2 = -
53,947.00 $557.

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Javier Flores

Allenson, Carol
Altman, Zoey
Bittiman, William
Brennan, Michael
Carlson, David
Collman, Harry 5§3,967.00 $4,906.00
Counts, Elizabeth May June July Aug. Sept.
David, Chloe -379. - Albertson, Kathy $3,947.00 S557.00 $3,863.00 $1,117.00 $8,237.00 $8,691
2012 Sales Detailed View Allenson, Carol $4,411.00 $1,042.00 $9,355.00 $1,100.00 $10,185.00 $18,74!
Altman, Zoey $2,521.00 $3,072.00 $6,702.00 $2,116.00 513,452.00 $8,04
Bittiman, William $4,752.00 $3,755.00 54,415.00 $1,089.00 $4,404.00 520,11
Brennan, Michael $4,964.00 $3,152.00 $11,601.00 $1,122.00 $3,170.00 $10,73:
Carlson, David $2,327.00 $4,056.00 $3,726.00 $1,135.00 $8,817.00 518,52
collman, Harry $3,967.00 $4,906.00 $9,007.00 52,113.00 513,090.00 513,95
Counts, Elizabeth $4,670.00 $521.00 54,505.00 $1,024.00 53 528.00 515,27
David, Chloe $3,379.00 $3.428.00
2012 Sales Detailed View

Fe ‘Westbrook Parker Sales Data: 2012

W e B W=
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3. You can now compare different worksheets from the same workbook across windows. In our example,
we'll select the 2013 Sales Detailed View worksheet to compare the 2012 and 2013 sales.

H ©- - 5 Westbrook Parker Sales Data 2012-2013:1 - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Javier Flores - %

AL M f« || Westbrook Parker Sales Data: 2012 -

D E

If you have several windows open at the
same time, you can use the Arrange

‘Westbrook Parker Sales Data: 2012

1
2 p May June H ©- & = WestbrookParker Sales Data 2012-20132 - Bxcel 7 [E  — i
3 [Albertson, Kathy - $3,947.00 $557.00 HOME INSERT PAGELAYOUT FORMULAS DATA REVIEW VIEW Javier Flores All command to rearrange them quickly.
4 |Allenson, Carol $4,411.00 51,042.00|
5 |Altman, Zoey $2,521.00 $3,072.00
& Bittiman, William $4,752.00 $3,755.00 Al A i ‘Westbrook Parker Sales Data: 2013
7 Brennan, Michael  $4,964.00 $3,152.00 E
8 |Carlson, David
9 Collman, Harry 1
Counts, Elizabeth  $4,670.00 $521.00| » |salesperson May e July Aug. Sept. VIEW
David, Chioe 2 |Albertson, Kathy $8,237.00 $8,690.00 $3,863.00 $1,117.00 $8,937.00 $7,!
2012 Sales Detailed View | , |allenson, Carol $10,185.00 5$18,749.00 $9,355.00 $1,100.00 $3,185.00 515, 1 = Split 0 View Si
5 Altman, Zoey $13,452.00 $8,046.00 $6,702.00 $1,100.00 $15,252.00 $7, DD
& |Bittiman, William $4,404.00 $20,114.00 $4,415.00 $1,089.00 $4,534.00 $18, Ik\’ = i Hide [DI Synchr
7 Brennan, Michael  $3,170.00 $10,733.00 $4,415.00 $1,122.00 $3,894.00 $18, Mew Arrange Freeze
8 |Carlson, David $8,817.00 $18,524.00 $3,726.00 $1,135.00 $4,897.00 $25,! L Window Al Panes~ D Unhide | ¥ ResetV
9 Collman, Harry $13,090.00 $13,953.00 $9,007.00 $2,113.00 $12,054.00 $26,!

Counts, Elizabeth $3,528.00 615,275.00 $4,505.00 $1,024.00 $1,689.00 §17,
David, Chioe 13,085.00 53,428 894.00 517,
iled View 013 Sales Detailed View @

B E O -——a—+

HE

| 2012 Sales Detal

To split a worksheet:
c7 M £ 3152

Sometimes you may want to compare different sections of
the same workbook without creating a new window. Westbrook Parker Sales Data

The Split command allows you to divide the worksheet into !
multiple panes that scroll separately. 2 EeiEpERay May e auly O
3 Albertson, Kathy $3,947.00 $557.00 $3,863.00 $1,117.00
4 Allenson, Carol $4,411.00 $1,042.00 $9,355.00 $1,100.00
1. Select the cell where you want to split the worksheet. 5 Altman, Zoey $2,521.00 $2,072.00 $6,702.00 $2,116.00
In our example, we'll select cell C7. 6 Bittiman, William  $4,752.00 $3,755.00 $4,415.00 $1,089.00
7 |Brennan, Michael  $4,964.00|¢3,152.00|$11,601.00 $1,122.00
2. Click the View tab on the Ribbon, then select 8 Carlson, David $2,327.00 $4,056.00 $3,726.00 $1,135.00
the Split command. 9 Collman, Harry $3,967.00 $4,906.00 $9,007.00 $2,113.00
REVIEW VIEW 3. The workbook will be split into different panes. You can
scroll through each pane separately using the scroll bars,
E@i rﬂ E B Splitb allowing you to compare different sections of the workbook.
™ B

Zoom to Mew Arrange Freeze ]
Selection  Window Al Pansvmunh'de

wi c7 - i I 3152 ﬁ

Salesperson o
The worksheet will be splitinto

1

2

B\ Es BLCl)  separate panes. You can use the E B

4 | Allenson, Carol individual scrollbars to scroll 355.00 $1,100.00
5

6

through each pane
Altman, Zoey 02.00 $2,116.00
~ Bittiman, William $452.00 $3,755.000 $4,415.00 $1,089.00 .

28 Smith, Harold $5,421.00 $4,728.00 $7,158.00 $1,116.00E|
29 Thomas, Robert $3,259.00 $3,679. $8,406.00 $2,123.00D
30 Thompson, Shannon  $23943.00 $3,943.08+$11,987.00 $1,183.00 _

o8 @ 1 0 [—

After creating a split, you can click and drag the vertical and horizontal dividers to change the size of each
section.

To remove the split, click the Split command again.
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Chapter-15 Sorting Data

Introduction

As you add more content to a worksheet, organizing this information becomes especially important. You can
quickly reorganize a worksheet by sorting your data. For example, you could organize a list of contact
information by last name. Content can be sorted alphabetically, numerically, and in many other ways.

A B C D
_ . Customer Contact List
Types of sorting ==
bl CONTACT NAME  BILLING ADDRESS PHONE EMAIL ADDRESS
3 |Bell, William 2201 Treasure Court | 206-555-2303  |wbell@bishopresearch.com
When sorting data, it's important to first 4 |Dean, Hank 3034 Foggy Wharf 308-555-1050  hdean@venturebrewing.com
decide I_f you want the SOI’t.tO apply to 5 |Figgis, Mallory 3520 Sleepy Hearth Dr 425-555-5370  malloryf@archerproperties.com
the entire worksheet or just a cell range. & |Finn, Jake 1407 Dusty Fawn Ln  605-555-6435  jake@adventureoutfitters.com
7 |Kinkade, Chris 1028 Quiet Dale Rd 443-555-4942  chris.kinkade@placervilleins.com
° Sort sheet organizes all of the data g |Lawson, Miranda |[5316 Colonial Pkwy  575-555-9255  mlawson@massairlines.com
in your worksheet by one column. g | Reyes, Felicia 8544 Lazy Bluff Ave  316-555-3256  felicia@everlypublishing.com
Related information across each row is 10 | Sebastian, Lil 9060 Easy Evening Ln | 207-555-7225  lil@knopeequestrian.com
kept together when the sort is applied. 11| Silva, Vivica 8595 Thunder Brook  360-555-4289  vivica@rileygardensupply.com
;;1 the exslample beI|OW, t:e ﬁon:)aCt 12 | Stark, Katie 971 Cinder Butterfly St 603-555-2460  katie.stark@ariarealestate.com
ame co u.mn (column A) ?S een 13 | Torrance, Jill 3160 Amber Gate Rd  605-555-4495  jtorrance@overlookinn.com
sorted to dlsplay the names in i Philli 5108 C | Gate Blvd 913-555-5928 @ h ical
. t 1t -555- ticals.
alphabetical order. 14 | Yuen, Phillip rystal Gate Blv yuenp@corepharmaceuticals.com
A | B | [= | D | E |
1
2
. 3 REPS WEIGHT (lbs) REPS WEIGHT (Ibs)
° Sort range sorts the data in a range of | 4 |Bench Press & = = =
cells, which can be helpful when working 5 Bench Press ( Decline ) 10 60 8 70
with a sheet that contains several tables. & llmcspslExizraion i1 23 20 EE
. ) 7 Average 139 50.5 125 54
Sorting a range will not affect other 2
content on the worksheet. o Running Log
ﬂz Distance (miles)
1
=]
=
=
=
2
|
18 ]
19

To sort a sheet:

c2 M Jfx | Chen

In our example, we'll sort a T-shirt order form alphabetically
by Last Name (column C).

T-Shirt Size
Medium Cash

First Name Last Name Payment Method

105 Christiana

1
2
3 105 Melissa .Smol\ Debit Card
4 105 Esther Smaill Check
R 5 135 Anisa Naser Smaill Check
1. Select a cell in the column you want to sort by. In 6 135 Chantal Weller Medium Cash
our example, we'll select cell C2. 7 2204 Juan Flores XLarge
8 220-B Malik Reynolds Smaill Cash
9 220-8 Avery Kelly Medium Debit Card
10 105 Derek MacDonald Large Cash

2. Select the Data tab on the Ribbon, then click

A z
the Ascending command Zl to Sort A to Z, or the Descending command Al‘ to Sort Z to A. In our
example, we'll click the Ascending command.

FORMULAS VIEW 3. The worksheet will be sorted by the selected column. In
|— [=l Connections 4| [ETR W Clear our example, the worksheet is now sorted by last name.
T3 o |

Lt Propertle: k Y- Reapply
Refresh zZ l Sort Filter
All- o Edit Links A Vo Advanced o <1 . % | Ackerman

Connections Sort & Filter

A B C D E F

|l Homeroom #  First Name Last Name T-Shirt Size Payment Method
2 Kris Ackerman _Lorge Money Order

3 Nathan Albee Medium Check

4 220-B Samantha Bell Medium Check

5 110 Patt Benson MMedium Money Order

6 105 Christiana Chen hMedium Cash

7 110 Galbriel Del Toro hedium Cash

8 220-A Brigid Ellison Small Cash

9 220-A Juan Flores X-Large

s

220-B Tyrese Hanlon X-Large Debit Card
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S5Rx2C |t b Date
A B C D
|l Homeroom # First Name Last Name T-Shirt Size
2 110 Kris Ackerman Large
3 105 Nathan Albee Medium
TO sort a range: 4 220-8 Samantha Bell Medium
ge: 5 110 Matt Benson Medium
é 105 Christiana Chen Medium
. . 7 110 Gabrie| Del Toro Medium
In our example, we'll select a separate table in our T-shirt F 20-A 8rigid Ellison Small
order form to sort the number of shirts that were ordered on ? 2204 Juan Flores *Large
. 10 220-8 Tyrese Hanlon X-Large
different dates. "
{ eownon |
1. Select the cell range you want to sort. In our example, :f
we'll select cell range A13:B17. 15 |Frictay, April 12, 2013 7
16 |Friday, April 19, 2013 10
) . 17 |Friday. April 26, 2013 6
2. Select the Data tab on the Ribbon, then click 18
the Sort command.
FORMULAS ~ DATA  REVIEW  VIEW 3. The Sort dialog box will appear. Choose
IF [ Connections M ¥ Clear the column you want to sort by. In our example, we
s ] z Eﬁ want to sort the data by the number of T-shirt orders, so
Properties ) Y Reapply '
Refresh 7] St Fiter we'll select Orders.
All- [} Edit Links A Y Advanced
‘ *a] Add Level H 7% Delete Level || R Copy Level ” allw | Options... | My data has headers
0 - A Column Sort On Order
4. Deud.e the sorting .order (either Sortby | Orders [w] |values [w] | smaltest to Largest [v]
ascending or descending). In our example, Date
we'll use Smallest to Largest.
5. Once you're satisfied with your selection,
click OK.
.'I

‘ 4] Add Level H < Delete Level || 2 Copy Level || allw ‘ Options... ‘ My data has headers

Column Sort On

sotbs (ORI o

Order

[w] | smaltest to Largest [v]

the sort.

If your data isn't sorting properly, double-check your
cell values to make sure they are entered into the
worksheet correctly. Even a small typo could cause

problems when sorting a large worksheet. In the

example below, we forgot to include a hyphen in cell

6. The cell range will be sorted by the selected
column. In our example, the Orders column will be
sorted from lowest to highest. Notice that the
other content in the worksheet was not affected by

B17 v | f S 10

A B C D
jll Homeroom # First Name Last Name T-Shirt Size
2 110 Kris Ackerman Large
3 105 Nathan Albse Medium
4 220-B Samantha Bell Medium
5 110 Matt Benson Medium
& 105 Christicna Chen Medium
7 110 Gabriel DelToro Medium
8 220-A Brigid Ellison Small
? 220-A Juan Flores X-Large
10 220-B Tyrese Hanlon ¥-Large
11
12 Tetal Orders By Date
13 Date Orders
14 | Friday, April 05, 2013 4
15 |Friday. April 26, 2013 3
146 |Friday. April 12, 2013 7
17 |Friday, April 19. 2013 10l
18

A18, causing our sort to be slightly inaccurate.

A B (= D
il Homeroom # First Name Last Name T-Shirt Size
14 135 Jordan Weller Large
17 135 Alex Yuen Large
18 220A Christopher Peyton-Gomez Small
19 220-A Brigid Ellison Small
20 220-A Juan Flores X-Large
21 220-A Chevonne Means Medium

Custom sorting

Sometimes you may find that the default sorting options can't sort data in the order you need. Fortunately, Excel
allows you to create a custom list to define your own sorting order.
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In our example below, we want to sort the - 7 || Large
worksheet by T-Shirt Size (column D). A N . c B c :
regular sort would organize the sizes : 3 ——
alphabetically, which would be incorrect. 5 10 Kris Ackerman Large o Ioney Order
Instead, we'll create a custom list to sort from 3 105 Nathan Albee Medium Check
smallest to |argest. 4 220-B Samantha Bell Medium Check
5 110 Matt Benson Medium Money Order
& 105 Christiana Chen Medium Cash
. 7 110 Gabriel Del Tero Medium Cash
1. Select a cell in the columr'1 you want to B 2208 erige Ellson Sl o
sort by. In our example, we'll select o 20A  |duan Flores X-Large
cell D2. 10 220-8 Tyrese Harnlon X-Large Debit Card
FORMULAS DATA REVIEW VIEW
i C t - Cl
2. Select the Data tab, then click Fs [2] Connections 5| ﬂ W Clear
the Sort command. rerey [E] Properties N W Reapply
All- |l Edit Links il Y- Advanced
Connections Sort & Filter

3. The Sort dialog box will appear. Select
the column you want to sort by, then choose Custom List... from the Order field. In our example, we
will choose to sort by T-Shirt Size.

[ it [t B i [ [ 0 e 4. The Custom Lists dialog box will appear.
AAdGLer || X il || BB Comyle S i Select NEW LIST from the Custom Lists: box.
Column Sort On Order
Sothy frshsze v |veluss [v] [atoz B 5. Type the items in the desired custom order in
poz the List entries: box. In our example, we want to
sort our data by T-shirt size
from smallest to largest, so we'll
Choose a column to sort by type Small, Medium, Large, and X-Large,
and then select Custom List... pressing Enter on the keyboard after each item.
Custom Lists
6. Click Add to save the new sort order. The new Custom Jists: List entries:

X-large

list will be added to the Custom lists: box. Make = o =
sure the new list is selected, then click OK. ;“nf“$aﬁfiﬁ,fﬁ;:1ﬁﬂﬁ oo Delete
January) February, March, Ap

Make sure NEW LIST is selected,
Custom Lists then type the desired sort order
in the List entries: box
Custom Jists: List gntries:
NEW LIST

Sun, Won, Tue, Wed, Thu, Fri. Press Enter to separate list entries.
Sunday, Mondsay, Tuesday, We
Jan, Feb, Mar, Apr, May, Jun,

January, February, M Apri
Small. Medium, Large, rge

Click Add to save the
Custom list, then click OK

7. The Custom Lists dialog box will close.
Click OK in the Sort dialog box to perform the
custom sort.

.=
(%) aatever || > Detete Lever || B copytevel |+~ | optians.. | My data has headers
Column Sort On Order
T o 1 =l

8. The worksheet will be sorted by the custom
order. In our example, the worksheet is now
organized by T-shirt size from smallest to

largest.

A 8 c e F
Il Homeroom # First Name Last Name Payment Methos J
2 220-A Brigid Ellison Small ‘Cash
3 220-B Michael Lazar Small ‘Cash
4 135 Anisa Naser Small
5 220-A Christopher Peyton-Gomez | Small
& 220-B Malik Reynolds Small ‘Cash
7 220-B Windy Shaw Small 'Cash
8 105 Melissa ‘White Small Debit Card
? 105 Esther Yaron Small Check
10 105 Nathan Albee Medium Check
1 220-B Samantha Bell Medium Check
12 220-B Avery Kelly Medium Debit Card
13 220-A Chevonne Means Medium Money Order
14 135 Jomes Panarello Medium Check
15 135 Chantal Weller Medium ‘Cash
14 110 Kris Ackerman Large Money Order
17 105 Derek MacDonald Large \Cash
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You can also choose to sort your worksheet by formatting rather than cell content. This can be especially helpful
if you add color coding to certain cells. In our example below, we'll sort by cell color to quickly see which T-shirt
orders have outstanding payments.

1. Select a cell in the column you want to sort by. In our example, we'll select cell E2.
E2 - 23 Check Bounced R
2. Select the Data tab, then click
A g c o E F the Sort command.
2 220-A Christopher Peyton-Gomez Small I
3 220-B Malik Reynolds Small Cash
4 220-B Windy Shaw Small Cash FORMULAS DATA REVIEW VIEW
5 220-8 Michael Lazar Small Cash
4 135 Anisa Naser small r [=] Connections 8| : . Clear
7 220-A Brigicl Elison Small Cash e . . z Eﬂ .
8 105 IMelissa White smal Debit Card Refresh [:=] Properties z| Sort Filter "~ Reapply
9 105 Esther Yaron Small Check Al - rﬂl Edit Links A v.ﬂdvanced
10 135 Chantal Weller hedium Cash
Connections Sort & Filter
3. The Sort dialog box will appear. Select the column you want to sort by, then decide whether you'll sort

by Cell Color, Font Color, or Cell Icon from the Sort On field. In our example, we'll sort by Payment
Method(column E) and Cell Color.

| 4] Add Level H X Delete Level H ER Copy Level H allw ‘ Options... |

My data has headers

4.

Choose a color to sort by from

the Order field. In our example, we'll
choose light red.

Column Sort On Order
St pamrtieten [ [1oes 3 oz g
Vales ‘ *4] Add Level H < Delete Level H Em Copy Level ” allw | Options... | Wy data has headers
Celllcon Sortby [payment Method v Cell Color [v] |nacencotor|~| [onTop V]
E2 - f | CheckBounced
5. Click OK. In our example, the worksheet A 8 = L E 3
. : : Il Homeroo ame ast Na Payme ethod
is now sorted by ce]l color, with the IlghF 2 oA Cristoprer | PoylomGomoz Smal CheEotneedl
red cells on top. This allows us to see which 3 105 Sicney Kelly Medium
orders still have outstanding payments. 4 135 Anisa Naser Small
5 110 Regina QOlivera Large
é 220-A Juan Flores X-Large
7 135 Alex Yuen Large
8 220-B Malik Reynolds Small Cash
? 220-B Windy Shaw Small Cash
10 220-8 Michael Lozar Smaill Cash

Sorting levels

If you need more control over how your data is sorted, you can

sort your data by more than one column.

add multiple levels to any sort. This allows you to

To add a level: ” - £ |l 208
A B C D E F
1 omeroo a a ame Pa e od
In our example below, we'll sort the worksheet 2 220-8 ¢ [Malik Reynolds Smal Cash
3 220-B Windy Shaw Smcill Cash
by Homeroom Number (column A), then by Last A s el e o o
Name (column C). 5 290-A Brgid Elison Smal Cash
6 135 Chantal Weller Medium Cash
. 7 105 Christicinc Chen Medium Cash
1. Select a cell in the column you want to sort 8 110 Gebriel DelToro Medium Cash
by. In our example, we'll select cell A2. ° 105 Derek MacDonald _|Large Cash
10 135 Lic Richards X-Large Cash
2. Click the Data tab, then select the Sort command.
FORMULAS  DATA | REVIEW  VIEW 3. The Sort dialog box will appear. Select the first
|— [& Connections 3 2T Y ¥ Clear column you want to sort by. In this example, we will
|—g [ Properties 2 Y. Reapply sort by Homeroom # (column A).
Refresh 7| Sert  Filter _
Al [ Edit Links A Vo Advanced
Connedions Sort & Filter
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4. Click Add Level to add another column to sort by.

| 4] Add lweIPu < Delete Level | EZ Copy Level || allw | Options... | My data has headers
[y

Order

| | Smallest to Largest ‘

Choose a column to sort by,
then click Add Level

5. Select the next column you want to sort by, then click OK. In our example, we'll sort
by Last Name (column C).

‘ 4] Add Level H < Delete Level H ER) Copy Level |||3 v ‘ Options... ‘ My data has headers
Column Sart On Order
Sotby  |Homeroom # |Values Smallest to Largest

menty AR | (v [ ez g

6. The worksheet will be sorted according to the selected order. In our example, the homeroom numbers
are sorted numerically. Within each homeroom, students are sorted alphabetically by last name.

‘AZ v‘ : ‘ * b3 H 105
A B C D E F
2 105 MNathan Albee Medium Check
3 105 Christiana Chen Medium Cash
4 105 Sidney Kelly Medium
5 105 Derek MacDonald Large Cash
-3 105 Melissa White Small Debit Card
7 105 Esther Yaron Smaill Check
8 110 Kris Ackerman Large Money Order
9 110 Matt Benson Medium Money Order
10 110 Gabriel Del Toro Medium Cash

If you need to change the order of a multilevel sort, it's easy to control which column is sorted first. Simply
select the desired column, then click the Move Up or Move Down arrow to adjust its priority.

| *a] Add Level || < Delete Level || ER Copy Level ||m - My data has headers
Column |Move Up (Ctrl+Up Arrow]| Order

Sort by | Homeroom # E |‘u’alues ﬂ | Smallest to Largest ﬂ

T-Shirt Size .I Values I Custom List...
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Chapter- 16 Filtering Data

Introduction

If your worksheet contains a lot of content, it can be difficult to find information quickly. Filters can be used
to narrow down the data in your worksheet, allowing you to view only the information you need.

To filter data:

In our example, we'll apply a filter to an

equipment log worksheet to display only the A B C D E F
laptops and projectors that are available for EE - sment Deta ed 0 od Out B
checkout. S
2 (3000 Camera Saris Lumina Digital Camera  12-May-13 15-May-13  Shannon Nguyen
3 3005 Camera  Saris Zoom Z-60 Digital Camera 27-Jul-13 06-Aug-13  Sela Shepard
1. In order for filtering to work correctly, 4 3070 Camera  Omega PixL Digital Camcorder 06-Oct-13 Min Seung
your worksheet should include a header 5 1021 Laptop 15" EDI SmartPad L200-3 15-Sep-13 01-Oct-13 Sofie Ragnar
row, which is used to identify the name of 6 1022 Laptop 15" EDI SmartPad L200-3 14-Aug-13 16-Aug-13  Hank Sorenson
each column. In our example, our 7 103 Laptop 15" EDI SmartPad L200-3 08-Aug-13 15-Aug-13 Je-nnlferWeu.s
worksheet is organized into different £ 1025 Laptop 15 EDI-SmartPad L200-4X 26-Sep-13 04-Oct-13 M-mSeu.ng
columns identified by the header cells in 190 ﬁ; tap:"" i::'fsi'igip:” 2:?“’1133 SNt'Cklon'Gl
row 1: ID#, Type, Equipment Detail, 2pTop ris &= 2Laprop o aney Seyer
111033 Laptop 17" Saris X-10 Laptop 24-Sep-13 26-Sep-13  George D'Agosta
and so on.
2. Select the Data tab, then click the Filter command.
FORMULAS  DATA  REVEW  VIEW |E| . .
3. A drop-down arrow will appear in the header cell for
|7|r§ [=] Connections 8l Y Y. Clear each column.
A 4 (A .
Ref'“; [ Properties 2 sor | I}Y Reapply 4. Click the drop-down arrow for the column you want to
L Edit Links il oot || fer Y Advanced filter. In our example, we will filter column B to view only
) ) certain types of equipment.
Connedtions Sort & Filter
A B C D E F
5. The Filter menu will appear.
PP I 0% nType ﬂEquipmentDetail n[hetked Outn('heckedlnn('hetked Out By -]
6. Uncheck the box next to Select All to —
ickly d lect all dat 2 (3000 Camera i isluming Digital Camera  12-May-13 15-May-13  Shannon Nguyen
quickly deselect all data. 33008 Camera SyhP;'viﬂgAng—mDigitalCamera 270ul-13 06-Aug13  SelaShepard
n 8 c o 4 3070 Camera jwmegarixL Digital Camcorder 06-Oct-13 Min Seung
' 3 1021 Laptop 15" EDI SmartPad L200-3 15-5ep-13 01-Oct-13  Sofie Ragnar
[l'°¥ pgTyee g Equipment Detail - R | 6 1022 Lsptop 15" EDISmartPad L200-3 14-Aug13  16-Augl3  HankSorenson
2l SetAtoZ ital Camera 12-May-13 7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 15-Aug-13  Jennifer Weiss
Z| SortZtoA Jigital Camera 27-Jul-13 8 11025 Laptop 15" EDI SmartPad L200-4X 26-5ep-13 04-0ct-13 Min Seung
Sort by Color , @l Camcorder 06-Oct-13 ¢ 1031 Laptop 17" Saris X-10 Laptop 04-Oct-13 Nick Ortiz
v : R - {1200-3 15-Sep-13 101032 Laptop 17" Saris X-10 Laptop 19-5ep-13 Stanley Geyer
oo 11200-3 14-Aug-13 1111033 Lsptop 17" Saris X-10Laptop 24-5ep-13 26-5ep-13  George D'Agosta
Filter by Colo 11200-3 08-Aug-13
Ted Eilters ' |tuou ax ;S:zit'*ll: 7.  Check the boxes next to the data you want to
[search 2 ’top ooeoin filter, then click OK. In this example, we will
plLe] =] .
; ﬁﬂmmu )to:: 24’55513 check Laptop and Tablet to view only those
e amera ioe 25-Aug-13 types of equipment.
500-1 05-Oct-13 A B D
oot |
(ABUATT 01-Aug 13 4] sortAtoZ ital Camera  12-May-13
Maker 13-Jun-13 %l serZtoA Jigital Camera 2
raTravel Bag  27-Jul-13 Sort by Color R
- 1L200-3
.aptop Case  04-Oct-13 x [ - e
Laptop Case  04-Oct-13 ilter by Co 11200-3
ok | | Cancel 28-Sep-13 Text ilers + 1L200-4X
) . 26-5ep-13 b 7 e 04-Oct-13
226102 Projector Omega VisX 1.0 22-Aug-13 = re L 15 5ep13
[l Camer 24-5ep-13
i Lautnu‘—
Eﬂthﬂ Check only the data you
[ Projector = ;
i want to view, then click OK
=Omw
ake -Jun-
raIravelBag 27-Jul-13
_aptop Case  04-Oct-13
{Laptop Case 04-Oct-13
[ ok ] [ concet 28-Sep-13
i . 26-Sep-13
22 6102 Projector  Omega VisX 1.0 22-Aug-13




SARVA EDUCATION (SITED) (An LT & Skill Advancement Training Programme)

8.

_72-

The data will be filtered, temporarily hiding any content that doesn't match the criteria. In our
example, only laptops and tablets are visible.

Type

L] Equipment Detail

Filtering options can also be accessed from

5 1021  Laptop 15" EDI SmartPad L200-3 15-Sep-13 01-Oct-13  Sofie Ragnar the Sort & Filter command on the Home tab.
6 1022 Laptop 15" EDI SmartPad L200-3 14-Aug-13 16-Aug-13  Hank Sorenson
7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 15-Aug-13  Jennifer Weiss
8 1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-13 04-0ct-13 Min Seung
9 1031  laptop 17" SarisX-10Laptop 04-0ct-13 Nick Ortiz 2 AutoSum ~ AY H
10 1032 Laptop 17" Saris X-10 Laptop 19-5ep-13 Stanley Geyer Fill = =
111033  laptop 17" SarisX-10Laptop 24-5ep-13 26-Sep-13  George D'Agosta e Sort & Find &
12 1034 Laptop 17" Saris X-10 Laptop 25-Aug-13 27-Aug-13  JayPerzlta < Llear Filter = Select =
26 1011  Tablet Saris SlimTab Pro 04-Aug-13 Jay Peralta Editi %l Sort Smallest to Largest
271012 Tablet is Sli 29-5ep-13 August Zorn
B I L e El Sort Largest to Smallest
32 . Custom Sort...
R Y FEil
Filter [}
Y-

To apply multiple filters:

Filters are cumulative, which means you can apply multiple filters to help narrow down your results. In this
example, we've already filtered our worksheet to show laptops and projectors, and we'd like to narrow it down
further to only show laptops and projectors that were checked out in August.

Click the drop-down arrow for the column you want to filter. In this example, we will add a filter to
column D to view information by date.

The Filter menu will appear.

1 Lk nType EquipmsntDetaiI
51021 Lsptop  15"EDISmartPad L200-3 15-Sep-13 b s 32 Sofie Ragnar Check or uncheck the boxes depending
6 2022 Laptop  15"EDISmartPad L200-3 WAUBIS  |cyuing Ay | Hank Sorenson on the data you want to filter, then click OK.
7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 15-Aug-13  Jennifer Weiss In our example, we'll uncheck everyvthin
8 1025 Laptop 15" EDI SmartPad L200-4X 26-5ep-13 04-0ct-13 Min Seung ple, Y 9
9 1031 laptop 17" SarisX-10Laptop 04-0ct-13 Nick Ortiz except for August.
10 1032 Laptop 17" Saris X-10 Laptop 19-Sep-13 Stanley Geyer
111033 Laptop 17" Saris X-10 Laptop 24-Sep-13 26-Sep-13 George D'Agosta
12 1034 Laptop 17" Saris X-10 Laptop 25-Aug-13 27-Aug-13  JayPeralta 1
261011  Tablet Saris SlimTab Pro 04-Aug-13 Jay Peralta 5 £ 2] sort Oldest to Newest |01:0ct-13  Sofie Ragnar |
37 1012 Tablet  SarisSlimTabPro 29-5ep-13 August Zorn 5 f 2} Sort Newsst to Oldest {I6-Aug13  HankSorenson
7 " Jennifer Weiss
31 Sort by Color y RueSs . ennilerielss
) Min Seung
32 9 Clear Filter From *C - Nick Ortiz
10 a7} Filter by Colo Stanley Geyer
1 7S Dateiter » [255ep13  GeorgeDiAgosta
4. The new filter will be applied. In our example, the u s ) o] [EREE o reroe
worksheet is now filtered to show only laptops and - W et Al W
i =-m 2013
tablets that were checked out in August. 31 A August
32 [ september
33 #-0] October
34
A B c D E 3 35
36
1 D# - pe Ei pment Deta - edO T ecke dOo B - 7
6 (1022  |laptop 15" EDI SmartPad 1200-3 14-Aug-13 16-Aug-13  Hank Sorenson 38
7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 15-Aug-13  Jennifer weiss ji _
12 /1034 Laptop 17" Saris X-10 Laptop 25-Aug-13 27-Aug-13  Jay Peralta a1
26 1011 Tablet Saris SlimTab Pro 04-Aug-13 Jay Peralta
31
32
To clear a filter:
After applying a filter, you may want to remove—or clear—it from your worksheet so you'll be able to filter
content in different ways.
A B C D E F
1. Click the drop-down I§'0# pyType  EY pment Deta [ Checked O ecked In gy Checked Out By
arrow for the filter you want 6 (1022 laptop 15" EDI SmartPad L200-3 14-Aug 13 (LA Aum 13 uank Sorenson
to clear. In our example, we'll 7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 Equals..Augu;t2013..enniferWei55
clear the filter in column D. 12 /1034 Laptop 17" Saris X-10 Laptop 25-Aug-13 -Aug- Jay Peralta
26 11011 Tablet Saris SlimTab Pro 04-Aug-13 Jay Peralta
1l
a2




SARVA EDUCATION (SITED) (An LT & Skill Advancement Training Programme)

2. The Filter menu will appear.

3. Choose Clear Filter From [COLUMN NAME] from the Filter menu. In our example, we'll select Clear
Filter From "Checked Out".

A0 #
6
7 Laptop  15°E 7| sort Newest to Oldest 15-Au
12 Laptop Sort by Color R 27-Aug-13
26 Tablet 0" ¢
B W Clear Filter From "Checked Out" N
32 by Colo
3 Date Filters 3
.
35
3% W] (Select All
w2013
37 (-] August
38 1] September
39 [ October
40
4
2
43
44
s
46
47

Je

Jay Peralta
Jay Peralta

Hank Sorenson
ifer Weiss

To remove all filters from your worksheet, click

the Filter command on the Data tab.

Advanced filtering

S73-

4. The filter will be cleared from the column. The
previously hidden data will be displayed.
A B C D E F

1 ek -] Type K Equipment Detail
5 1021 Laptop 15" EDI SmartPad L200-3 15-Sep-13 elk?fﬁl? Sofie Ragnar
6 1022 Laptop 15" EDI SmartPad L200-3 14-Aug-13 Showing Al Hank Sorenson
7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 [15°AUg=13  Jennifer Weiss
& 1025 Laptop 15" EDI SmartPad L200-4X 26-3ep-13 04-Oct-13 Min Seung
¢ 1031 Laptop 17" Saris X-10 Laptop 04-Oct-13 Nick Ortiz
101032 Laptop 17" Saris X-10 Laptop 19-Sep-13 Stanley Geyer
1111033 Leptop 17" Saris X-10 Laptop 2-5ep-13 265ep-13  George D'Agosta
12 1034 Laptop 17" Saris ¥-10 Laptop 25-Aug-13 27-Aug-13  JayPeralta
26|1011  Tablet Saris SlimTab Pro 04-Aug-13 Jay Peralta
27/1012  Tablet Saris SlimTab Pro 29-5ep-13 August Zorn
31
32

FORMULAS DATA REVIEW VIEW
||=n [=] Connections W Clear

Lot Properties Y= Reapply

Refresh R El Sort Filter
All~ [ Edit Links Vo Advanced
Connections Sort & Filter

If you need to filter for something specific, basic filtering may not give you enough options. Fortunately, Excel
includes many advanced filtering tools, including search, text, date, and number filtering, which can
narrow your results to help find exactly what you need.

To filter with search:

Excel allows you to search for data that contains an exact phrase, number, date, and more. In our example, we'll

use this feature to show
only Saris brand products in our
equipment log.

1. Select the Data tab, then click
the Filter command. A drop-
down arrow will appear in the

header cell for each column. Note:

If you've already added filters to
your worksheet, you can skip this
step.

2. Click the drop-down arrow for
the column you want to filter. In

our example, we'll filter column C.

R N LT RS RY TR

-
(=]

3. The Filter menu will appear. Enter
a search term into the search box. Search
results will appear automatically below
the Text Filters field as you type. In our
example, we'll type saris to find all Saris

brand equipment.
4. When you're done, click OK.

A B C D E F
D# pe pment Deta sy Checked Out gy Checke sy Checked Out B -

3000 Camera Saris Lumina Digital Camera 2-Maw-13___ 15-May-13  Shannon Nguyen
3005 Camera Saris Zoom Z-60 Digital Camer ([;hmpr.“en;gm“: 06-Aug-13 Sela Shepard
3070 Camera ‘Omega PixL Digital Camoordel—uc;vggl-u Min Seung
1021 Laptop 15" EDI SmartPad L200-3 15-5ep-13 01-Oct-13 Sofie Ragnar
1022 Laptop 15" EDI SmartPad L200-3 14-Aug-13 16-Aug-13 Hank Sorenson
1023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 15-Aug-13 Jennifer Weiss
1025 Laptop 15" EDI SmartPad L200-4X 26-5ep-13 04-Oct-13 Min Seung
1031 Laptop 17" Saris X-10 Laptop 04-Oct-13 Nick Ortiz
1032 Laptop 17" Saris X-10 Laptop 19-Sep-13 Stanley Geyer

1 -] Checked Out -] Checked In [~ | Checked Out By (-

2 SortAtoZ 12-May-13 15-May-13 Shannon Nguyen

3 ' SortZto A 27-Jul-13 06-Aug-13 Sela Shepard

43070 | Sort by Color N 06-Oct-13 Min Seung

5 1021 | 15-Sep-13 01-Oct-13 sofie Ragnar

5 1022 | - fltertem i 14-Aug-13 16-Aug-13  Hank Sorenson

7 1023 | Filter by Co 08-Aug-13 15-Aug-13 Jennifer Weiss

& 1025 1 Text Filters Min Seung

o 1031 | = Enter a search term, Nick Ortiz

::’ 1&2 : {7 (Select All Search Results) el Zt::::: s:‘;rsta
Add current selection to filter

121034 | 7 Saris %10 Laptop Jay Peralta

12 2050 i aris Lumina Digital Camera Anthony Liddell

14 2051 ' aris Lux T-20 01-Oct-13 05-Oct-13 Sofie Ragnar

153800 aris LuxT-21 Lite 04-Aug-13 05-Aug-13  Hank ]

aris SlimTab Pro

16 3900 i aris Zoom Z-60 Digital Camgha 13-Jun-13 20-Jun-13 Clint Gosse

17 4800 | -Go Saris DigiCam Printep 27-Jul-13 06-Aug-13 Sela Shepard

18 4900 | -Go Saris Label Maker 04-Oct-13 Jay Peralta

19 4905 ! 04-Oct-13 Nick Ortiz

20 6100 | oK N | cancel | [28-5ep-13 01-Oct-13  Win Armitage

21600 | .+ 126-Sep-13 27-Sep-13  Michael Earley

22 6102 Projector  Omega VisX 1.0 22-Aug-13 23-Aug-13 Jamila Kyle
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A B C D E F
MiD: pyType = yment Deta £ Checked Out puy Checke my Checked O =
2 |3000 Camera Saris Lumina Digital Camera 12-May-13 15-May-13 Shannon Nguyen
3 3005 Camera Saris Zoom Z-60 Digital Camera 27-Jul-13 06-Aug-13 Sela Shepard
5. The worksheet will 3 1031 Laptop 17" Saris X-10 Laptop 04-Oct-13 Nick Ortiz
be filtered according to 10 |2032 Laptop 17" Saris X-10 Laptop 19-Sep-13 Stanley Geyer
your search term. In our 111033 Laptop 17" Saris X-10 Laptop 24-5ep-13 26-5ep-13 George D'Agosta
example, the worksheet is 12 1034 Laptop 17" Saris X-10 Laptop 25-Aug-13 27-Aug-13 Jay Peralta
now filtered to show only 15 /3800  Other U-Go Saris DigiCam Printer Il 04-Aug-13 05-Aug-13  Hank Sorenson
Saris brand equipment. 16 13900 Other U-Go Saris Label Maker 13-Jun-13 20-Jun-13 Clint Gosse
23 /6200 Projector  Saris Lux T-80 01-Sep-13 04-Sep-13 Jolie Chaturvedi
24 6301 Projector  Saris Lux T-81 Lite 10-5ep-13 Margues Herndon
25 16302 Projector  Saris Lux T-81 Lite 08-5ep-13 15-Sep-13 Dean Sorenson
26 11011 Tablet Saris SlimTab Pro 04-Aug-13 Jay Peralta
27 1012 Tablet Saris SlimTab Pro 29-Sep-13 August Zorn
3
3z

To use advanced text filters:

Advanced text filters can be used to display more specific information, such as cells that contain a certain
number of characters, or data that excludes a specific word or number. In our example, we've already filtered our
worksheet to only show items with Other in the Type column, but we'd like to exclude any item containing the
word case.

1. Select the Data tab, then click
the Filter command. A drop-

1D # puy Type Equipment Detail Checked Out Checked In Checked Out By
. . 1
down arrow will appear in the M 5 L = = - iz
13 |2050 Other EDI SmartBoard L500-1 N5-Nrt-13 06-Oct-13 Anthony Liddell
header cell for each column. Equip Detail: h
Note: If you've already added 14 |2051 Other EDI SmartBoard L500-1 (Showing All t-13 05-Oct-13 Sofie Ragnar
filt i t Y ksheet 15 /3800 Other U-Go Saris DigiCam Printer Il va-pug-13 05-Aug-13 Hank Sorenson
I ersk_o yr?_ur worksheet, you 16 (3900 Other U-Go Saris Label Maker 13-Jun-13 20-Jun-13 Clint Gosse
can skip this step. 17 4800 Other 7N Deluxe Camera Travel Case 27-Jul-13 06-Aug-13 Sela Shepard
2. Click the drop-down 18 /4900 Other 7N Light Rolling Laptop Case 04-Oct-13 Jay Peralta
arrow for the column you want 19 4905 Other 7N Heavy Rolling Laptop Case 04-Oct-13 Nick Ortiz
to filter. In our example, we'll 3
filter column C.
3. The Filter menu will appear. Hover the mouse over Text Filters, then select the desired text filter

from the drop-down menu. In our example, we'll choose Does Not Contain... to view data that does
not contain specific text.

A B C D E F

4. The Custom

ID# Type Equipment Detail - . .
g vee B AutoFilter dialog box will

[~ Checked Out [~ Checked In [~ Checked Out By [~ |

:i o gi SortAtoZ g"l*gz'i; iﬁﬁ ?":"":"Lidde" appear. Enter the desired
| - - - oTie Kagnar . -
EE8S Rl SertZto A E!
15 /3800 | Sert by Color , |04-Aug-13 05-Aug-13 Hank Sorenson text to_ the I’Ight of the fllter'
163900 | : 13-Jun-13 20-Jun-13  clint Gosse then click OK. In our example,
| [ Filt From "E: n Deta 1
17 |ago0 | © e ent Deta 27-Jul-13 06-Aug-13  SelaShepard we'll type case to exclude any
Te 4900 | Titer by Co 04-Oct-13 Jay Peralta items containing this word.
1% 4905 | Text Filters 3 Equals... Nick Ortiz
2 (Select All) Begins With...
7M Deluxe Camera Travel Case
sh here:
34 TH Heavy Rolling Laptop Case Ends With... 0:’ rous wtget 7
35 7N Light Rolling Laptop Case Contsins... quipment Letal
36 EDI SmartBoard L500-1 4 t contai
a7 \U-Go Saris DigiCam Printer || Does Not Contain... | 08 not contain Izl |case |z|
- U-Go Saris Label Maker Custom Filter... @ and O or
3 [ | M | [v]
40
M Use 7 to represent any single character
a2 Use * to represent any series of characters
43 =
44
5. The data will be filtered by the selected text filter. In our example, our worksheet now displays items in

the Other category that do not contain the word case.

A B C D E F
M ID# puType T pment De x ed Out g - ecked Out B .
13 | 2050 Other EDI SmartBoard L500-1 05-0ct-13 0B-0ct-13 Anthony Liddell
14 12051 Other EDI SmartBoard L500-1 01-Oct-13 05-Oct-13 Sofie Ragnar
15 3800 Other U-Go Saris DigiCam Printer Il 04-Aug-13 05-Aug-13 Hank Sorenson
16 |3900 Other U-Go Saris Label Maker 13-Jun-13 20-Jun-13 Clint Gosse
31
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To use advanced date filters:
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Advanced date filters can be used to view information from a certain time period, such as last year, next
quarter, or between two dates. In this example, we will use advanced date filters to view only equipment that has
been checked out today.

1.

3.

g e

Select the Data tab, then

click the Filter command.

A drop-down arrow will
appear in the header cell for
each column. Note: If you've
already added filters to your
worksheet, you can skip this
step.

Click the drop-down
arrow for the column you want
to filter. In our example, we
will filter column D to view only
a certain range of dates.

1 ked In [~ | Checked Out By [~ |
Z 3000 Camera Saris Lumina Digital Camera 12_Mav_]fhe::ked Dut: Shannon Nguyen
3 3005 Camera Saris Zoom Z-60 Digital Camera 27-Jul-1 {Showing All Sela Shepard

4 11021 Laptop 15" EDI SmartPad L200-3 15-Sep-13/01-Oct-13 Sofie Ragnar

5 |1022 Laptop 15" EDI SmartPad L200-3 14-Aug-13 16-Aug-13 Hank Sorenson

6 (1023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 15-Aug-13 Jennifer Weiss

7 3070 Camera  Omega PixL Digital Camcorder 06-Oct-13 Min Seung

4 1025 Laptop 15" EDI SmartPad L200-4X 26-5ep-13 04-Oct-13 Min Seung

9 1031 Laptop 17" Saris X-10 Laptop 04-Oct-13 Nick Ortiz

10 /2032 Laptop 17" Saris X-10 Laptop 19-Sep-13 Stanley Geyer
111033 Laptop 17" Saris X-10 Laptop 24-5ep-13 26-Sep-13 George D'Agosta
12 |2034  Laptop 17" Saris X-10 Laptop 25-Aug-13 27-Aug-13 Jay Peralta

The Filter menu will appear. Hover the mouse over Date Filters, then select the desired date filter
from the drop-down menu. In our example, we'll select Today to view equipment that has been checked
out on today's date.

- | Equipment Detail

- | Checked Out = Checked In - | Checked Out By |

4., The worksheet will be filtered by the
selected date filter. In our example, we can

now see which items have been checked

-] Checked Out jg= Checked In -] Checked Out By B

06-Oct-13

Min Seung

If you're working along with the example file, your
results will be different from the images above. If
you want, you can change some of the dates so the

Camera  Saris 4| Sort Oldest to Newest 15-May-13  Shannon Nguyen
Camera  [Safi 7| sort Newest to Oldest 06-Aug-13  SelaShepard out today.
3070 Camera 0Ome Sort by Color N Min Seung
1021 Laptop 15" o : 01-Oct-13 Sofie Ragnar
1022 Laptop 258 T Clear Fiter From 'Checked Out 16-Aug-13  Hank Sorenson
1023 Laptop 15" i 15-Aug-13  Jennifer Weiss
1025 Laptop 15"t Date Filters » Equals... —
1031 Lapto) 17§
0 Lagmg o |55m (Al pE| Before... .
j ‘ ID#pyType g Equipment Detail
1033 laptop 178 - (select Al After.. asta 1 ﬂ ¥ ﬂ fup
1034 laptop 7% Betueen.. 713070 Camera  Omega PixL Digital Cameorder
2050 [other  EDIS Tomorraw lell S
2051 Other EDIE
Today

3800 Other U-G¢ Ve n R

esterday
3900 Other U-Gt Odaber |
4300 Other INC Next Week
4300 Other INL This Week
4905 Other INH Last Week
6100  Projector  Ome - :

N ext Montl L . R K

GRS Projector (IS ® ¥ filter will give more results.
6102  Projector  Omega VisX1.0 22-Aug-13 Thiz Month

To use advanced number filters:

Advanced number filters allow you to manipulate numbered data in different ways. In this example, we will
display only certain types of equipment based on the range of ID numbers.

1.

Select the Data tab on the Ribbon, then click the Filter command. A drop-down arrow will appear in
the header cell for each column. Note: If you've already added filters to your worksheet, you can skip

this step.

Click the drop-down arrow for the column you want to filter. In our example, we'll filter column A to
view only a certain range of ID numbers.

A B C D E F
1 re = Equipment Detail Checked Out B ecked In B Checked Out By - |
2 [3000 5%, Saris Lumina Digital Camera 12-May-13 15-May-13 Shannon Nguyen
3 3005 (showing All) Sarls Zoom Z-60 Digital Camera 27-Jul-13 06-Aug-13 Sela Shepard
4 /1021 Laptop 15" EDI SmartPad L200-3 15-Sep-13 01-Oct-13 Sofie Ragnar
5 |1022 Laptop 15" EDI SmartPad L200-3 14-Aug-13 16-Aug-13 Hank Sorenson
6 /1023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 15-Aug-13 Jennifer Weiss
7 3070 Camera Omega PixL Digital Camcorder 06-0ct-13 Min Seung
2 |1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-13 04-Oct-13 Min Seung
9 |1031 Laptop 17" Saris X-10 Laptop 04-Oct-13 Nick Ortiz
10 /1032  Laptop 17" Saris X-10 Laptop 19-Sep-13 Stanley Geyer
111033 Laptop 17" Saris X-10 Laptop 24-Sep-13 26-Sep-13 George D'Agosta
12 |1034  Laptop 17" Saris X-10 Laptop 25-Aug-13 27-Aug-13 Jay Peralta
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3. The Filter menu will appear. Hover the mouse over Number Filters, then select the desired number
filter from the drop-down menu. In our example, we will choose Between to view ID numbers between
a specific number range.

A B c D E F

P 1D # =l Type & Equipment Detail B Checked ecked In B Checked Out By B
8] SortSmallest to Largest tal Camera  12-May-13 15-May-13  Shannon Nguyen
2| SortLargestto Smallest Digital Camera 27-Jul-13 06-Aug-13 Sela Shepard
Sort by Color N :al Camcorder 06-Oct-13 Min Seung
L200-3 15-Sep-13 01-Oct-13 Sofie Ragnar
% e 1200-3 14-Aug-13 16-Aug-13  Hank Sorenson
ilter by Colo L200-3 08-Aug-13 15-Aug-13 Jennifer Weiss
Mumber Filters 3 Equals... 4-Oct-13 Min Seung
|Search p| Does Not Equal... Nick Ortiz

Stanley Geyer
16-Sep-13 George D'Agosta
Greater Than Or Equal To... k?—Aug—l,?, Jay Peralta

~ Greater Than...

Less Than... bB—Or:t—l?. Anthony Liddell
Less Than Or Egual To... EerEEE Sofie Ragnar
)5-Aug-13 Hank Sorenson
Between... -
20-Jun-13 Clint Gosse
Top 10.. ¥6-Aug-13  Sela Shepard
v Above Average Jay Peralta
Below Average Nick Ortiz

[ or ][ concar | . 10ct13  win Armitage
Custom Filter... -
_ 3 . 27-5ep-13 Michael Earley
22 6102 Projector  Omega VisX 1.0 22-Aug-13 23-Aug-13  Jamila Kyle

4. The Custom AutoFilter dialog box will appear. Enter the desired number(s) to the right of each filter,
then click OK. In our example, we want to filter for ID numbers greater than or equal to 3000 but less
than or equal to 4000, which will display ID numbers in the 3000-4000 range.

Show rows where:
ID#

|is greater than or equal to El |30I}O
® and O or
s less than or equal to | MELL)

Use 7 to represent any single character
Use * to represent any series of characters

| OKM| Cancel |

5. The data will be filtered by the selected number filter. In our example, only items with an ID number
between 3000 and 4000 are visible.

My 1D # Ej Type = Equipment Detail = Checked O = Checked In = Checked Out By -]
2 3000 Camera Saris Lumina Digital Camera 12-May-13 15-May-13 Shannon Nguyen

3 |3005 Camera Saris Zoom Z-60 Digital Camera 27-Jul-13 06-Aug-13 Sela Shepard

4 3070 Camera Omega PixL Digital Camcorder 06-Oct-13 Min Seung

15 3800 Other U-Go Saris DigiCam Printer Il 04-Aug-13 05-Aug-13 Hank Sorenson

16 3500 Other U-Go Saris Label Maker 13-Jun-13 20-Jun-13 Clint Gosse

31
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Chapter-17 Groups and Subtotals

Introduction

Worksheets with a lot of content can sometimes feel overwhelming and even become difficult to read. Fortunately,
Excel can organize data in groups, allowing you to easily show and hide different sections of your worksheet.
You can also summarize different groups using
the Subtotal command and create

an outline for your worksheet. Al M F || Homeroom #
v D E
1 st Name T-Shirt Size Payment Date
2 220-B Mailik Reynolds Small 7-0Oct
To group rows or columns: 3 105 Melissa White Small 14-Oct
4 220-B Windy Shaw Small Pending
1. Select the rows or columns you want to 5 105 Esther Yaron Small 7-Oct
group. In this example, we'll select 6 220-A Brigid Ellison Small 7-Oct
columns A, B, and C. 7 220-B Michael Lazar Small 7-Oct
8 135 Anisa MNaser Srall Pending
) g 220-A Christopher Peyton-Gomez |Small 14-Oct
2. _Select the Data tab on the Ribbon, then 10 105 Christiana Chen Medium 5-0ct
click the Group command.
3. The selected rows or columns will
PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Javier Flores be grouped. In our example,
‘ i — N columns A, B, and C are grouped
3] Y Y Clear E’E Flash Fill fio Consolidte roup M together.
" VeReapply Bl Remove Duplicates E?What-\fﬁ\na\ysis' @ Ungroup ~ =
E\l Sot  Filter Textto o o . .
¢ Advanced ) mns co Data Validation = 22 Refationships E@Subtota\ ' (-]
Sort & Filter Data Tools Outline f A B c D E
|ll|Homeroom # First Name Last Name T-Shirt Size Payment Date
T dat lect th d | th 2 220-B Malik Reynolds ISmall 7-Oct
0 ungroup data, selec e grouped rows or columns, then E T e e smal Joct
click the Ungroup command. 4| 208 windy Shaw small Pending
5 105 Esther Yaron Smcil 7-Oct
6 220-A  Brigid Elison 5mail 7-Oct
7 220-B Michael Lazar Sl 7-Oct
PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW Javier Flores| | @ 135 Anisa Naser Smail Pending
i _ 9 220-A Christopher Peyton-Gomez |Small 14-Oct
] Y Y. Clear Y [E FlashFil §a Consalidate Eeroup - = 10| 105 Chrisliana___ Chen e dium 5-0ci
Iv |AlZ = -
; G Y Reapply . B8 Remove Duplicates E?What-lfﬁmalysis' B Ungraup = 7=
Il Sort lter extto
g Vo Advanced g, mns o Data Validation + B3 Relsionships £ Subtotal
Sort & Filter Data Tools Outline I

To hide and show groups:

1. To hide a group, click the Hide Detail button |E|

Kk % 2 The group will be hidden. To show a
hidden group, click the Show
_ Detail button
1 Last Name jrt Si Payment Date
2 220-B Mailik Reynolds Small 7-Oct
3 105 Melissa White Small 14-Oct 1
4 220-B Windy Shaw Small Pending E s
5] 105 Esther Yaron Small 7-Oct D E F G
§| 20A Brgd Elison small 7-Oct 1
7 220-8 Michael Lozar Small 7-Oct 2 1Smaill 7-Oct
8 135 Anisa Naser Small Pending ) Smaill 14-Oct
9 220-A Christopher Peyton-Gomez |Smaill 14-Oct 4 [Small Pending
10 105 Christiana Chen Medium 5-Oct 5 [Smaill 7-Oct
& |Small 7-Oct
7 [small 7-Oct
8 [small Pending
9 [small 14-Oct
10 [Medium 5-Oct
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Creating subtotals
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The Subtotal command allows you to automatically create groups and use common functions like SUM, COUNT,
and AVERAGE to help summarize your data. For example, the Subtotal command could help to calculate the
cost of office supplies by type from a large inventory order. It will create a hierarchy of groups, known as

an outline, to help organize your worksheet.

To create a subtotal:

In our example, we will use the Subtotal D2 M fe || small
command with a T-shirt order form to
. . A B C D E
determine how many T-shirts were
ordered in each size (Small, Medium, |l Homercom # First Name Last Name T-Shirt Size Payment Date
Large, and X-Large). This will create 2 2208 Malik Reynolds J7-Oct
an outline for our worksheet with 3 105 Melisscl White Smaill 14-Oct
a group for each T-shirt size and 4 220-8 Windy Shaw Smaill Pending
then count the total number of shirts in 5 105 Esther Yaron Smaill 7-Oct
each group. 6 220-A Brigid Ellison Small 7-Oct
7 220-B Michael Lazar Small 7-Oct
1. First, sort your worksheet by the 8 135 Anisa Naser Small Pending
data you want to subtotal. In this 9 220-A Christopher Peyton-Gomez Small 14-Oct
example, we will create a subtotal for |10 105 Christiana Chen Medium 5-Oct
each T-shirt size, so our worksheet 1 105 Sidney Kelly Medium 11-Oct
has been sorted by T-shirt size from 12 105 Nathan Albee Medium 5-Oct

smallest to largest.

2. Select the Data tab, then click the Subtotal command.
3. The Subtotal dialog box will appear.
FORMULAS | DATA  REVEW  VIEW Javier Flores Click the drop-down arrow for the At
. - each change in: field to select
. Clear 2V = Flash Fil &= Consolidate BEGroup - = the column you want to subtotal. In
i Y Reapply . £-E Remove Duplicates E’}What-lf.&nalysis‘ E3Ungroup ~ our example, we'll select T-Shirt Size.
ilter .
Vo Advanced Columns %Data Validation - ﬂﬁRe\ation:hip: £ Subtotal 4. Click the drol?-down arrow for
the Use function: field to select
Sort & Fifter Deta Tools Outine & the function you want to use. In our

example, we'll select COUNT to count the number of shirts ordered in each size.

5. In the Add subtotal to: field, select the column where you want the calculated subtotal to appear.
In our example, we'll select T-Shirt Size.

6. When you're satisfied with your selections, click OK.

At each change in:

‘T-Shirt Size .

7. The worksheet will be outlined into groups, and
the subtotal will be listed below each group. In our example,
the data is now grouped by T-shirt size, and the number of
shirts ordered in that size appears below each group.

Use function:

‘Count
Add subtotal to:
| |Homeroom #
] First Name

] Last Mame

Vi
] Payment Date

Replace current subtotals

D Page break between groups
Summary below data

Remove Al (8 ok bj Gl

A B C D E
|l Homercom # First Name Last Name T-Shirt Size Payment Date
[T 2 2208 Malik Reynolds Smail 7-Oct
3 105 Melissa White Small 14-Oct
4 220-B Windy Shaw Small Pending
5 105 Esther Yaron Small 7-Oct
& 220-A Brigid Ellison Small 7-Oct
7 220-B Michael Lazar Small 7-Oct
8 135 Anisa Naser Small Pending
-9 220-A Christopher Peyton-Gamez Small 14-Oct
-] |wo Small Count 8
B B 105 ‘Christiana ‘Chen Medium '5-Oct
L‘Z:| 105 Sidney Kelly f Medium 11-Oct
13 105 Nathan Albee Medium 5-0ct
14 110 . 11-Oct
15 990-8 The subtotals are inserted as 13-0ct
new rows below each group
16 135 11-Oct
17 135 11-Oct
18 220-A Chevonne Means Medium 13-Oct
19 110 Matt Benson Medium 15-Oct
- 20 220-B Samantha Bell Medium 15-Oct
-] | Medium Count * 10
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To view groups by level:

When you create subtotals, your worksheet it is divided into different levels. You can switch between these levels
to quickly control how much information is displayed in the worksheet by clicking

the Level buttons to the left of the worksheet. In our example, we'll switch between all three levels
in our outline. While this example contains only three levels, Excel can accommodate up to eight.

1. Click the lowest level to display the least
detail. In our example, we'll select level 1, _
which contains only the grand count, or total Last Name 1-Shirt Size Payment Date
number of T-shirts ordered. Grand Count

2. Click the next level to expand the detail. In
our example, we'll select level 2, which
contains each subtotal row but hides all other data from the worksheet.

3. Click the highest level to view and

Last Name 1-Shirt Size Payment Date expand all of your worksheet data. In our
10 Small Count 8 example, we'll select level 3.
21 Medium Count 10
27 Large Count r 5
32 X-Large Count r 4 I‘.} A B _ C D E
33 Grand Count 27 . |l Homeroom # First Name Last Name T-Shirt Size Payment Date
34 2 220-B Malik: Reynolds Small 7-Oct
3 105 Melissa White Small 14-Oct
You can also use the Show and Hide Detail buttons to 41 2205 Windy Shaw Small Pending
show and hide the groups within the outline. 5 105 |Esiner faron Smal r-Cct
é 220-A Brigid Ellison Small 7-Oct
7 220-8 Michael Lazar Small 7-Oct
8 135 Anisct Naser Small Pendling
A B c D I3 -9 220A  Christopher  Peyton-Gomez ’Smoll 14-0ct
1 lostName  Tshintsizs  PaymentDate | ISINS . Small Count . 8
r 4 -1 105 Christiana Chen Medium 5-Oct
]O— Smul.l Count r 8 . 12] 105 Sidney Kelly Medium 11-Oct
2 - Medium Count 10 - 13 105 Nathan Albee Medium 5-Oct
22 110 Kris Ackerman Large Pending
23 135 Jordan Weller Large 1-Oct
24 135 Alex Yuen Large 5-Oct
25 106 Derek MacDonald Large 1-Oct
26 110 Regina Qlivera Large Pending
27 Large Count i 5
32 X-Large Count r 4
3 Grand Count 27 To remove subtotals:
34

Sometimes you may not want to keep subtotals in your worksheet, especially if you want to reorganize data in
different ways. If you no longer want to use subtotaling, you’'ll need remove it from your worksheet.

1. Select the Data tab, then click the Subtotal command.

2. The Subtotal dialog box
FORMULAS DATA REVIEW VIEW Javier Flares will appear.
Y Clear E’qi [E" Flash Fill B Consolidate HE Group ~ = Click Remove All.
i V= Reapply T - B} Remove Duplicates E’}What-lfﬁ\nalysis‘ G Ungroup ~ =
ilter o
Yo Advanced Columns %Data\d’alidation M I:LEIF‘\elatinnzhipz %Subtotal
Sort & Filter Data Tools Outline [F]
At each change in:
. . T-Shirt Size
3. All worksheet data will be ungrouped, and the subtotals will |

Use function:
|Count

Add subtotal to

[ I1Homeroom =
|:| First Name

be removed.

To remove all groups without deleting the subtotals, click
the Ungroup command drop-down arrow, then choose Clear Outline.

|:| Last Mame
I T-Shirt Size

EE Group - ayment Date

EE Ungroup -
BE Ungroup... Replace current subtotals

Clear Outline |:|Eage break between groups
Summary below data
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Chapter-18 Tables

Introduction
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Once you've entered information into a worksheet, you may want to format your data as a table. Just like regular
formatting, tables can improve the look and feel of your workbook, but they'll also help to organize your
content and make your data easier to use. Excel includes several tools and predefined table styles, allowing

you to create tables quickly and easily.

To format data as a table:

1. Select the cells you want to
format as a table. In our example,
we'll select the cell range A4:D10.

2. From the Home tab, click
the Format as Table command in
the Styles group.

REVIEW

General -

$-9% » 6%

VIEW

i =
&
Conditional Formatas Cell

Formatting = Table~ Styles~
Styles

Mumber ]

A E

1 Date: 11/13/10
2 A4 on gl ]) 5110 Invoice #:  145-10
3 ARTISA ASTA INVOICE Customer: Café Aurora
4 |Quantity |Description Unit Price Line Total
5 5 Fettuccini, Black Bean Flavor $12.00 5$60.00
6 7 Fettuccini, Sundried Tomato Flavor $10.00 $70.00
7 9 Fettuccini, Thai Basil Flavor $10.00 $90.00
8 6 Penne, Roasted Red Pepper Flavor $14.00 $84.00
9 3 Penne, Massaman Curry Flavor 514.00 542.00
10 4 Penne, Wild Mushroom Flavor 515.00 op 5$60.00
11

3. Select a table style from the drop-down menu.

= J - =2 ZAutoSum -
o [ 2P & o< [ o
Fill
Conditional [Format as  Cell Insert Delete Format
Formatting - | Table~ Styles - - - - & Clear~
Light

8y ik

Sort 8 Find &
Filter = Select -

H

4. Adialog box will appear, SEEEE
confirming the selected cell | | |CEEEEE EEEEE EEEEE EEEEE EEEEE EEEER] EEEEE
range for the table.

5. If your table has headers, ———-=-
check the box next to My table S=S===
has headers, then click OK.

6. The cell range will be formatted in the

A B C D E selected table style.
1 A 4 Date: 11/13/10
2 on gl b 6’[10 Invoice #:  145-10
: S
3 AR HJTH |N VFU“.E Customer:  Café Aurora E
4 Description 1 Date: 11/13/10
5 5 Fettuccini, Black Bean 2 ol Invoice#:  145-10
6 7 Fettuccini, SUNdrigd oy ere i e dta for your table? - : A i Cutoer. Ldfemlm
7 9 Fettucan, ThalBsilFll  _guercoc0 = o 4 QuanutyE Descnptlon [+ uniterice [+]tine Total '~/
8 6 Penne. Roasted Red Pi $81.00 5 5 Fettuccini, Black Bean Flavor $12.00 $60.00
9 3 e, s Currl (] My table has headers 2,00 6 7 Fettuccini, Sundried Tomato Flavor $10.00 S$70.00
m 4 Panne. Wild Mushroorl $60.00 7 9 Fettuccini, Thai Basil Flavor $10.00 $90.00
i - m - 8 6 Penne, Roasted Red Pepper Flavor 14,00 584,00
. 9 3 Penne, Massaman Curry Flavor $14.00 42,00
5 10 4 Penne, Wild Mushroom Flavor §15.00 $60.00,
il

Tables include filtering by default. You can filter your data at any time using the drop-down arrows in the
header cells. To learn more, review our lesson on Filtering Data.
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Modifying tables
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It's easy to modify the look and feel of any table after adding it to a worksheet. Excel includes different options
for customizing a table, including adding rows or columns and changing the table style.

To add rows or columns to a table:

A B C D E
If you need to fit more content in your table, 1 Z\/I . Date: 11/13/10
Excel allows you to modify the table size by 2 ! 07{{’I1b€/[0 . Invoice#:  145-10
including additional rows and columns. There are |3 ARTISAR PAST INVOICE Customer: __ Café Aurora
two simple ways to change the table size: 4 |Quantity| * | Description ~ |Unit Price | ~|Line Total |~
5 5 Fettuccini, Black Bean Flavor $12.00 $60.00
[ 7 Fettuccini, Sundried Tomato Flavor $10.00 $70.00
° Begin typing new content after the last 7 9 Fettuccini, Thai Basil Flavor $10.00 $50.00
row or column in the table. The row or 8 6 Penne, Roasted Red Pepper Flavor $14.00 $84.00
column will be included in the table ¢ & DS, [ Ee i iy R S et
automaticall 10 4 Penne, Wild Mushroom Flavor $15.00 $60.00
v 1| 8|Breadsticks, Garlic & Olive 0l | | $0.00,
12

° Click, hold, and drag the bottom-right corner of

the table to create additional rows or columns.

4 Penne, Wild Mushroom Flavor
8 Breadsticks, Garlic & Olive Oil

$15.00
$4.00

$60.00]
$32.00]

£l

To change the table style:

E . .
1. Select any cell in your table, then click
1 Date: 11/13/10 .
2 - Invoice #:  145-10 the Design tab.
3 INVOICE Customer:  Café Aurora
4 |Quantity| ~ | Description ~ |Unit Price |~ |Line Total |~
5 5 Fettuccini, Black Bean Flavor $12.00 $60.00 H - s TABLETOOLS
6 7 Fettuccini, Sundried Tomato Flavor $10.00 $70.00 HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESM%
7 9 Fettuccini, Thai Basil Flavor $10.00 $90.00 P o _
8 6 Penne, Roasted Red Pepper Flavor $14.00 $84.00 B Calibri A A E== EF Wrap Text
9 3 Penne, Massaman Curry Flavor $14.00 $42.00 Paste ;B’ Py Tu-lg. d.A- === &= Merge & Center g -
10 4 Penne, Wild Mushraom Flavor $15.00 $60.00 - Fermat Painter
11 8 Breadsticks, Garlic & Olive Oil $4.00 $32.00 Clipboard [F] Font IF] Alignment 1
E"\ AS - A5
4 A B C D E
13 4 1 1’ o Date: 11/13/10
16 2 07@![76/[0 o Invoice #:  145-10
3 ARTISAN PASTA INVOICE Customer:  Café Aurora
. 4 |Quantity| ~ | Description ~ |Unit Price |~ |Line Total |~
2. Locate the Table Styles group, then click 5 s|Fettuccini, Black Bean Flavor $12.00 $60.00
the More drop-down arrow to see all available table 6 7 Fettuccini, Sundried Tomato Flavor $10.00 $70.00
Styles 7 9 Fettuccini, Thai Basil Flavor $10.00 $90.00
: 8 6 Penne, Roasted Red Pepper Flavor $14.00 $84.00
g 3 Penne, Massaman Curry Flavor $14.00 $42.00
10 4 Penne, Wild Mushroom Flavor $15.00 $60.00
- 1 8 Breadsticks, Garlic & Olive Oil $4.00 $32.00,
_____ 12
Table Styles
3. Select the desired style.
4. The selected table style will appear.
A E C D E
1 [ o [ / / Date: 11/13/10
2 Oﬂgf IELLO Invoice 145-10
1T . )
3 PT R A FMTJ‘-‘( I " YU | LE Customer:  Café Aurora
4 Quantityﬂ Description
I 5 5|Fettuccini, Black Bean Flavor .
[ 7 Fettuccini, Sundried Tomato Flavor $10.00 $70.00
7 9 Fettuccini, Thai Basil Flavor $10.00 $90.00/
g 6 Penne, Roasted Red Pepper Flavor $14.00 $84.00/
q 3 Penne, Massaman Curry Flavor $14.00 $42.00
10 4 Penne, Wild Mushroom Flavor $15.00 $60.00
1 & Breadsticks, Garlic & Olive il $4.00 $32.00,
o EE==o E==== 12
[—[-—]-]-]
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To modify the table style options:

You can turn various options on or off to change the appearance of any table. There are six options: Header
Row, Total Row, Banded Rows, First
Column, Last Column, and Banded Columns.

VIEW DESIGN
1. Select any cell in your table.
. Header Row || First Calumn Filter Button
2. From the Design tab, check or uncheck the

desired options in the Table Style Options group. %Tm' Row [ Last Column
In our example, we'll check Total Row to Banded Rows | | Banded Columns
automatically include a total for our table. Table Style Options

3. The table style will be modified. In our example, a new row has been added to the table with
a formula that will automatically calculate the total value of the cells in column D.

A B C D E
1 Date These options can affect your table style
2 0 £LL0 o in various ways, depending on the type
- .
3 ome A of content in your table. You may need
4 [ B Descriptio - Price | Line Total |8 to experiment with a few different
5 5 Fettuccini, Black Bean Flavor $12.00 $60.00 options to find the exact style you want.
6 7 Fettuccini, Sundried Tomato Flavor $10.00 $70.00
7 9 Fettuccini, Thai Basil Flavor $10.00 $90.00
b 6 Penne, Roasted Red Pepper Flavor $14.00 584.00
9 3 Penne, Massaman Curry Flavor $14.00 $42.00
10 4 Penne, Wild Mushroom Flavor $15.00 $60.00
1 8 Breadsticks, Garlic & Olive il $4.00 $32.00
12 |Total $438.00
13
To remove a table:
Sometimes you may not want to use the additional features included with tables, such as the Sort and Filter drop-
down arrows. You can remove a table from the workbook while still preserving the table's formatting elements,
like font and cell color.
1. Select any cell in your table. HOME  INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW DESIGN
The Design tab will appear. Table Name: Summanzewwth PivotTable D Pmpemea Header Row [ | A
2. Click the Convert to HERemoveDuphcates et Brpot Refresh E.Open inBrowser | [ TotalRow [ |
Range command in the Tools group. ) Resize Table  F; Convert to Range Sicer | - - G2 Unlink Banded Rows [] §
Properties TooL} External Table Data
3. A dialog box will appear. Click Yes.
0 4. The range will no longer be a table, but
A B . E F the cells will retain their data and
1 Date formatting.
2 (0 CLil) p
O A B C D
3 0 A
/A : : 1 AJ : ! / / Date: 11/13/10
7 v v v 1 M
_ '. ' : 2 Oﬂgf De Invoice & 145-10
5 5 Fettuccini, Black Bean Flavor s12.00 560.00 ] Customer:  Café Aurora
6 7 Fettuccini, Sundried Tomato Flavor s10.00 0.0 N cuencty  pesaiption UnitPrice  Line Total
7 9 Fettucini, Thei Basil Flavor §10.00 590.00 5 5 Fettuccini, Black Bean Flavar 312,00 360.00
8 § Penne, Roasted Red Pepper Fl; 6 7 Fattuccini, Sundried Tomato Flavor §10.00 §70.00
9 3 Penne, Massaman Curry Flavo 7 9 Fettuccini, Thai Basil Flavor 510,00 590,00
0 4 Penne, Wild Mushroom Flavor 8 6 Penne, Roasted Red Pepper Flavor $14.00 864,00
1 3 Breadscks, Garic& Olive O g 3 Penne, Massaman Curry Flavor S0 S0
12 Total 10 4 Penne, Wild Mushroam Flavor $15.00 360.00
3 11 8 Breadsticks, Garlic & Olive Oil .00 532,00
’ 12 Total £438,00
13




SARVA EDUCATION (SITED) (An LT & Skill Advancement Training Programme) -83 -

Chapter-19 Charts

Introduction

It can often be difficult to interpret Excel workbooks that contain a lot of data. Charts allow you to illustrate your
workbook data graphically, which makes it easy to visualize comparisons and trends.

To insert a chart:

B 2008 B2 2000 B2 2010 B 2011 B2 2012

1. Select the cells you want to chart,
including the column titles and row
labels. These cells will be the source
data for the chart. In our example, we'll
select cells A1:F6.

=R R R TR SR

2. From the Insert tab, click the desired Chart command. In our example, we'll select Column.

3. Choose the desired chart type from
the drop-down menu.

T ldld @ b 2T ~ BEE % we o

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

hded Table  Pictures Online Apps for  Recommended I ? 2-D Column
| Pict A Office - Charts " - |_ - Recommended lower
(= ICTures ce a Charts View
lllustrations Apps Charts I_I:|:|_I:|1 [}\_B_H \_Q_H eports
3-D Column
4. The selected chart will be inserted in the worksheet. £
e sf 08 —
$10,017 |
A B C D 3 F G H 549,985 ﬁﬂlfml
1 M2008 K4 2009 B2010  Blo011  Edzo12 v ST |
2 Classics §18,580  $49,225  Sl6326 510017  $26134 $11,355 nl More Column Charts...
3 Mystery $78,970 82262 48640 49,985 73,428 $16,065 wesrouoy
4 |Romance $4236  $131,390  §79,022  §7L,009  $81,474
5 |Sci-Fi & Fantasy 516,730 519,730 $12,109 $11,355 517,686 . .
6 YoungAdult | $35,358 $42685  $20,893 516,065  $21,388 If you're not sure which type of chart to
- ’ use, the Recommended
s bhart Til Charts command will suggest several
5 ChartTitle different charts based on the source data.
10 5140,000

L 5120,000

EHNIEY

$100,000

IN PAGELAYOUT ~ FORMULAS  DATA  REVEW  VIEW

SERT
EQLEOR . 8 B h

15 560,000

16 540,000

17

18 s |I|I I |I | .I s Il I “ Table Pictwes Online: Shapes Smartért Sereenchot - Apps for Recammended&ﬁvih PivatChatt

2008 2010 2011 2012 fictures + ' (ffice Charts

580,000

v

2 W(Classics W Mystery WRomance M SciFi&Fantasy MYoung Adult [lustrations ‘\pps (harts fi

Chart layout and style P =
1% “e® |Z )

i . . Add Chart Quick Change | i ! .L.LI|_- il |i‘|
After inserting a chart, there are several things you may want to Element~ Layout~ Colors~ — -
change about the way your data is displayed. It's easy to edit a i Axes N
chart's layout and style from the Design tab. I Asis Titles . 2

db  Chart Title » —x
M
° Excel allows you to add chart elements—such ifli DataLabels 3 hﬂﬁ( —ene
as chart titles, legends, and data labels—to make your chart Ids Data Table y =
easier to read. To add a chart element, click the Add Chart iy Error Bars N [l ~Above Chart L
Element command on the Design tab, then choose - —
the desired element from the drop-down menu. i Gridlines g |_|j][|1 Centered Overlay
|:I:| Legend »
e More Title Options...
|2 Trendline 3
le4  Up/Down Bars
10 |
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° To edit a chart element, like a chart title, simply double-click the placeholder and begin typing.
° If you don't want to add chart
BookSaIesIZOOS 2012 elements individually, you can use
140,000 Cha’tT't'e one of Excel's predefined layouts.
Simply click the Quick
$120,000 Layout command, then choose
$100,000 the desired layout from the
M m Classics drop-down menu.
£ 580,000
= Iy stery
3 360,000 m Romance I [ | Py ‘. -
540,000 u 5ci-Fi & Fantasy o — ° = &
Add Chart | Quick Change | = -
$20,000 d m Young Aduft Element -~ Layout = Colors -
50 I Chart Lz [ = ] —_—
00 2010 2011 e
Axis Title s
C
. 1
2 Classi 54
3 |Myste 54
. . . 4 |Roma — 13
° Excel also includes several different chart styles, which allow I e )
you to quickly modify the look and feel of your chart. To change 5 |Scikl L 7L 5
the chart style, select the desired style from the Chart & |Young :ﬁl—_ E:’;j_::cl_t H
styles group. 7 A I L
- . E
CHART TOOLS L22 Screens - Excel
PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGN FORMAT

[

0

f

!

Other chart options

There are many other ways to customize and organize
your charts. For example, Excel allows you

to rearrange a chart's data, change the chart type,
and even move the chart to a different location in the
workbook.

30w [How BHeon Hoo H Select a style or click the |
b sis2s sisam swon S61m drop-down amrow to see
0 $82,262 $48,640 $49,985 $73,428 DSl

5131 340 470027 £271.009 £81. 274

You can also use the chart formatting shortcut
buttons to quickly add chart elements, change
the chart style, and filter the chart data.

Book Sales 2008-2012
$140,000
$120,000
$100,000 u Classics
$80,000

Chart
formatting
shortcuts

Mystery
$60,000 = Romance

= S¢i-Fi & Fantasy

$40,000
m Young Adult

$20,000

2010 2011 2012

To switch row and column data:

Sometimes you may want to change the way $140,000

charts group your data. For example, in the 5120,000

chart below, the Book Sales data are

grouped by year, with columns 5100,000

for each genre. However, we could switch the 580,000

rows and columns so the chart will group the

data by genre, with columns for each year. 560,000

In both cases, the chart contains the same

data—it's just organized differently. $40,000
520,000

Book Sales 2008-2012

| IlI I ‘ll ‘Il N ‘Il I ‘“
2008 2010 2011 2012
B Classics Mystery MRomance MSci-Fi& Fantasy M Young Adult
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1. Select the chart you want to modify.
2. From the Design tab, select the Switch Row/Column command.
CHARTTOOLS 3. The rows and columns will
vew | peson MECETET be switched. In our example, the data

= il
Switch RmJ}sa

Change  Maove
Colurmn ~ Data  Chart Type  Chart
Data Type Location

is now grouped by genre, with columns
for each year.

To change the chart type:

If you find that your data isn't well suited to a certain

5140,000
5120,000
5100,000
580,000
560,000
540,000

520,000

Book Sales 2008-2012

. |||.| “lll I|“‘ | ||I|I

Classics Mystery Romance  Sci-Fi& Fantasy Young Adult

mZ008 w2005 w2010 w2011 w2012

chart, it's easy to switch to a new chart type. In our example, we'll change our chart from a Column chart to

a Line chart.
CHARTTOOLS
VIEW  DESIGN ~ FORMAT
1. From the Design tab, click the Change
Chart Type command. = ——
bdat ki | B n, o
. j..-'_: | | Switch Row/ Select  Change* Mave
2. The Change Chart Type dialog box will Column  Data  Chart Type Chart
appear. Select a new chart type and layout, Data Type___Location

then click OK. In our example, we'll choose
a Line chart.

Recommended Charts | All Charts

3. The selected chart type will
appear. In our example, the line

s | ol

Line with Markers

Templates
il Celumn
| Line
@ Pie
E Bar
A Area
[ XV (Scatter) .
il Stock " ms s om om
@ surface

‘ Choose a chart type and layout,
then click OK

ez

hewy
- WE -+ IF s -

[T ——
-

chart makes it easier to see trends
in the sales data over time.

Book Sales 2008-2012
5140,000
5120,000

5
w
=
=}
=
(=}
=}
1=}

$80,000
$60,000
540,000
520,000

50

Gross Earnign:

To move a chart:

2008 2008 2010 2011 2012

Year

== (Classics == Mystery =—g=—=Romance == 5c-Fi & Fantasy =——s=—=Young Adult

Whenever you insert a new chart, it will appear as an object on the same worksheet that contains its source data.
Alternatively, you can move the chart to a new worksheet to help keep your data organized.

1. Select the chart you want
to move. CHART TOOLS
2. Click the Design tab, then DESIGN FORMAT

select the Move

Chart command. =

= ol (@

Switch Row/ Select Change Mave
Calumn Data  Chart Type  Chart
Data Type Location
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3. The Move Chart dialog box will appear. Select the desired location for the chart. In our example,
we'll choose to move it to a New sheet, which will create a new worksheet.

4. Click OK.

Choose where you want the chart to be placed:

_uj (®) Mew sheet: | Book Sales Chart 2008-2012

i () Object in: Sheetl

[‘;} Cancel

5. The chart will appear in the selected location. In our example, the chart now appears on a new
worksheet.

Book Sales 20008-20

Fiction Book Sales Book Sales Chart 2008-2012 i+

Keeping charts up to date

By default, when you add more data to your spreadsheet, the chart may not include the new data. To fix this, you
can adjust the data range. Simply click the chart, and it will highlight the data range in your spreadsheet. You
can then click and drag the handle in the lower-right corner to change the data range.

B | € | D | E F |
January February March April May

518,580 $49,225 516,326 $10,017 $26,134

$78,970 $82,262 $48,640 $49,985 $73,428

524,236 $131,390 $79,022 $71,009 581,474

516,730 $19,730 $12,109 $11,355 $17,686

$35,358 542,685 520,893 516,065 521,388

If you frequently add more data to your spreadsheet, it may become tedious to update the data range. Luckily,
there is an easier way. Simply format your source data as a table, then create a chart based on that table.
When you add more data below the table, it will automatically be included in both the table and the chart,
keeping everything consistent and up to date.
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Chapter-20 Sparklines
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Introduction

Sometimes you may want to analyze and view trends in your data without creating an entire
chart. Sparklines are miniature charts that fit into a single cell. Because they're so compact, it's easy to include
several sparklines in a workbook.

how high or low the values are. All three types can
display markers at important points, such as
the highest and lowest points, to make them easier to read.

Types of sparklines '\r""“'-/_. - = l I | .I-. ]
— ks
There are three different types of sparklines: Line, Column, -_H_=u =
and Win/Loss. Line and Column work the same as line and H_EH_EN
column charts. Win/Loss is similar to Column, except it only ""'ﬂ\'/‘\. - _-_I = ==
shows whether each value is positive or negative instead of .__F_./' j o

Why use sparklines?

Sparklines have certain advantages
over charts. For example, let's say
you have 1,000 rows of data. A
traditional chart would have 1,000
data series to represent all of the
rows, making relevant data difficult
to find. But if you placed a sparkline
on each row, it will be right next to
its source data, making it easy to
see relationships and trends for
multiple data series at the same
time.

In the image below, the chart is
extremely cluttered and difficult to
follow, but the sparklines allow you
to clearly follow each salesperson's
data.

Salesperson

2013 Detailed Sales Report

s A\|D ertson, Kathy
Allenson, Carol
s Altman, Zoey
== Bittiman, William
Brennan, Michael
-Carlson, David
e C 0l | M, Harry
e oUNts, Elizabeth
==David, Chloe

e D avis, William

May June July Aug. Sept. Oct.

Sparklines

Sparklines are ideal for situations when you need a clear overview of the data at a glance and when you don't
need all of the features of a full chart. On the other hand, charts are ideal for situations when you want to
represent the data in greater detail, and they are often better for comparing different data series.

To create sparklines:

Generally, you will have one sparkline for each row, but you can create as many as you want in any location. Just
like formulas, it's usually easiest to create a single sparkline and then use the fill handle to create sparklines

for the adjacent rows. In our example, we'll
create sparklines to help visualize trends in
sales over time for each salesperson.

1. Select the cells that will serve as the
source data for the first sparkline. In
our example, we'll select the cell
range B2:G2.

2. Select the Insert tab, then choose
the desired Sparkline from
the Sparklines group. In our
example, we'll choose Line.

Salesperson June

Allenson, Carol

$4,411.00  5$1,042.00

$9,355.00  51,100.00  $10,185.00  518,749.00

5 |Bittiman, William $4,752.00  $3,755.00  $4,415.00  $1,089.00  $4,404.00  $20,114.00

PivotCThart Power Line clumn  Win/ Slicer Timeline
- View Loss
Filters

= Reports Sparklines
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3. The Create Sparklines dialog box will appear. $9,355.00
Use the mouse to select the cell where the o ' : : v,
sparkline will appear, then click OK. In our e
example, we'll select cell H2, and the cell
reference will appear in the Location Range: field. |2

Data Range: | B2:G2

Use the mouse to I
select the desired
cell, then dick OK Choose where you want the sparklines to be placed
3
I sHs2|

Location Range:

4. The sparkline will appear in the specified cell. d s $2,113.00  $13,090.00

Cancel
0 $4,505.00  5$1,024.00 $3,528.00

0 $3,973.00 $1,716.00  $4,839.00  $13,085.00

i Salesperson June = lo $2,945.00  51,176.00 $9,642.00  $13,714.00

2 |Albertson, Kathy $3,947.00  $557.00 $3,863.00 S1117.00 $8,237.00 $8,690.00 1o $7,549.00  $1,101.00 $5,850.00  $15,065.00
3 |Allenson, Carol $4,411.00 $1,042.00 $3,355.00 $1,100.00 $10,185.00 $518,749.00
4 Altman, Zoey 252100 $3,07200 $570200 $2,11600 $13452.00 $8,046.00 5. Click, hold, and drag the fill handle to
| o create sparklines in adjacent cells.
5 |Bittiman, William $4,752.00  $3,755.00 $4,415.00 $1,089.00 $4,404.00 $20,114.00
H
6. Sparklines will be created for the selected cells.
In our example, the sparklines show 1 June July Aug. Sept.
clear trends in sales over time for each \/\/’
salesperson in our worksheet. 2 |Albertson, Kathy — $3947.00  $557.00 §$3863.00 SL117.00 $3,237.00 $8,690.00 |
N 2 c o c . a u | |3 Allenson, Carol YAL00 $L042.00 $3,3%5.00 $1,100.00 $10,185.00 $18,749.00
il Salesperson May June July Aug. Sept. Oct. : 4 Altman, Zosy §252.00 §3,072.00 $6,702.00 $2,116.00 $13452.00  58,046.00
2 Albertson, Kathr ,947.00 7.00 ,863.00 117.00 ,237.00 ,690.00 \/\/ I i
L ¥ = = = = = = 5 Bittiman, William $4,75200  $3,755.00 S$4,415.00 $1,089.00 $4,404.00 $20,114.00
3 Allensan, Carol $4411.00 51,042.00 $9,355.00 $1,100.00 $10,185.00 $18,749.00 M
+ |attman, zoey QW $0700 67200 11600 345200 804600 /|6 |Brennan, Michagl $,964.00 53,152.00 S11,600.00 $1,122.00 53,170.00 510,733.00
5 Bittiman, William 6175200 $3,755.00 $4415.00 $1,089.00 $4,404.00 $20,114.00 ,_\// 7 Carlson, David $2,327.00  $4,056.00 $3,726.00 $1,135.00 S8,817.00 518,524.00
¢ [EENE ] $,960.00  $3,152.00 SILE0L00  $112200 $3,170.00 $10,733.00 ‘/\/{ 2 Collman, Harry $3,967.00 $4.906.00 $9,007.00 $2,113.00 $13,090.00 $13,953.00
7 Carlson, David $2,327.00  $4,056.00 $3,726.00 $1,135.00 $8,817.00 $18,524.00 J
- |9 |Counts, Elizabeth 8467000 852100 S4,505.00 $1,024.00 $3,528.00 $15,275.00
g Collman, Harry $3,967.00 $4906.00 $9,007.00 $2,113.00 $12,090.00 $13,953.00 v
9 Counts, Elizabeth $4,670.00  $521.00 $4,505.00 $1,024.00 $3,528.00 $15,275.00 ,n,/ [0 David, Chloe SLATI0 342800 35700 SL7I600  $4835.00 S13,085.00
10 David, Chloe $3,379.00 $3,428.00 $3,973.00 $171600 $4,839.00 $13,085.00 ./ 11 Davis, William $5,363.00 SL362.00 §2,945.00 5117600 59,642.00 513,714,00
11  Davis, Willi ,363.00  $1,562.00 52,945.00 $1,176.00 ,642.00  $13,714.00 \A// .
e = ’ ’ ° ” ° 2 Dumlao, Richard 327500 277900 §7349.00 SL10L00 $5,85000 $15,065.00
12 Dumlao, Richard $3,275.00 5$2,779.00 §$7,549.00 51,101.00 55,850.00 $15,065.00 _/\/ f

G H
Modifying sparklines
$8,690.00 \/\/Ep
It's easy to change the way sparklines appear in your worksheet. Excel allows you to \/\/
customize a sparkline's markers, style, type, and more. 518,745.00
sgoa00 /"
To display markers: $20,114.00 4
$10,733.00 \/\/
Certain points on a sparkline can be emphasized with markers, or dots, making the /_\/
sparkline more readable. For example, in a line with a lot of ups and downs, it $18,524.00
might be difficult to tell which values are the highest and lowest points. Showing $13,953.00 ,/\/'
the high point and low point will make them easier to identify.
$15,275.00 \/\/
1. Select the sparkline(s) you want to change. If they are grouped in adjacent $13,085.00 —'\/
cells, you'll only need to click on one sparkline to select them all. $13,714.00 -
15,065.00 -/\/
2. From the Design tab, select the desired option(s) from the Show group. In =
our example, we'll select Highpoint and Low Point.
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGM
1@ E E :'E +| High Paoint First Point M \/\/\ M M
E | Low Paint Last Point
Edit Line Column Win/ rom e

Data~ Lass egative Points Markers

Sparkline Type Show
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| [ H |

$8,690.00 ~~
$18,749.00 \/\/
ssoas00 .
3. The sparkline(s) will update to show the selected markers. 620,114.00 _ 7
$10,733.00 \//\,//
S18,524.00 ,——~/
$13,953.00 —/\/4
515,275.00 \/\/
$13,085.00 —‘,/
$13,714.00 \,—/

$15,065.00 —/\/
To change the sparkline style:
1. Select the sparkline(s) you want to change.
2. From the Design tab, click the More drop-down arrow.
SPARKLINE TOOLS
FORMULAS ~ DATA  REVIEW  VIEW DESIGN 3. Choose the

o desired style from the

[ First Point \ L2 Sparkline Color - drop—down menu.

[ Last Point \/\/ EMarker Color~

[C] Markers i ~
S s VAN NVANAN VAN VA
tyle

;. N
4., The sparkline(s) will update to show the selected style. \/\/\ \/\/\% . \/\-/\ \/\/
| L& H |

$8,690.00 ..

$18,749.00

$8,046.00
$20,114.00
$10,733.00
$18,524.00
$13,953.00

$15,275.00

$13,085.00

$13,714.00 —
$15,065.00
To change the sparkline type:
1. Select
HOME  INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW DESIGN

the sparkline(s) you want
to change. E E E o High Point [ First Point n

2. From the Design tab, - ) ) Low Point [ Last Point \/\/\ \/\/\ \/\/\
select the desired Sparkline DF;‘:':‘ Line|Column E'::r [ Negative Points [ Markers -

type. In our example, we'll coarkl T o sty
arkling e ow [
select Column. z i ~

G = I
3. The sparkline(s) will update to reflect the new type. h

$8,690.00 ® _I_I I
$18,749.00 = _H__H I
58,046.00 _ _-_I ]
$20,114.00 = = = I
$10,733.00 m _I__ |

$18,524.00 — __,II
Some sparkline types will be better suited for certain types of data. For
example, Win/Loss is best suited for data where there could

be positive and negative values (such as net earnings). $15,275.00 R |

$13,953.00 — N | I

5$13,085.00 _--_-I

$13,714.00 m_ — N I

5$15,065.00 -_-_II
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Changing the display range

By default, each sparkline is scaled to fit the maximum and minimum
values of its own data source: The maximum value will go to the top of $8,690.00 I_I_II
the cell, while the minimum will go to the bottom. However, this doesn't
show how high or low the values are when compared to the other
sparklines. Excel allows you to modify the sparkline display range, which

makes it easier to compare sparklines.

To change the display range:

-90 -

$18,749.00| = _ W _H I

$8,046.00 _ W _I i
$20,114.00| m == _ = I
$10,732.00|m -I_- |
$18,524.00 —=—_ N I

$13,953.00 --I_II

1. Select the sparklines you want to change.
$15,275.00 -_-_-I
2. From the Design tab, click the Axis command. A drop-down menu I
will appear. $13,085.00| = == =
$13,714.00 -___II
$15,065.00 --I_II
-
3. Below Vertical Axis Minimum Value Options and Vertical Axis Maximum Value Options,

select Same for All Sparklines.

ESparinne Color~=
EMarker Calaor =

E‘E Group
A'::: 1"t Ungroup
- & Clear ~
Horizontal Axis Options
«  General Axis Type
Date Awxis Type...

Show Axis
Plot Data Right-to-Left
Vertical Axis Minimum Value Options

Automnatic for Each Sparkline

+  Same for All Sparklines

LCustom Value...
Vertical Axis Maximum Value Options

Autematic for Each Sparkline

ru‘ Same for All Sparklines

Custom Value... e

The sparklines will update to reflect the
new display range. In our example, we
can now use the sparklines to compare
trends for each salesperson.

Oct.

58,690.00 = —_mH
$18,749.00 = _m_mll

58,046.00 _ —m_[m
$20,114.00 = == 1
$10,733.00 = -0_ W
$18,524.00 — ——_mll
$13,953.00 — —m_H[
515,275.00 = _m_ - 1
$13,085.00 - —— =0
$13,714.00 m _—_m

$15,065.00 — _m_m ||




SARVA EDUCATION (SITED) (An LT & Skill Advancement Training Programme) -91 -

Chapter-21 Track Changes and Comments

Introduction

Let's say someone asked you to proofread or collaborate on a workbook. If you had a printed copy, you might use
a red pen to edit cell data, mark spelling errors, or add comments in the margins. Excel allows you to do all of
these things electronically using the Track Changes and Comments features.

Understanding Track Changes
F G H
When you turn on the Track ‘Facilitator
Changes feature, every cell you edit will ‘Execteam
be highlighted with a unique border carth
and indicator. Selecting a marked cell : -
will show the details of the change. This EGarth, Dean, Liz
allows you and other reviewers to see
what's been changed before accepting 2:00{Cady Falls hike (strategy game?)  [Tyler
the revisions permanently. 1:00{Lunch (with strategy game team) Tavier Flores, 4/15/2013 11:13 AM:
O:l*rategydebrief Julia d}l Changed cell E8 from "TBD to ulia'.
There are some changes l:OO(Gettingtoknowyourteam See Lizf‘nfo
Excel cannot track. Before using this 1:00iStrengths exercise
feature, you may want to review 0:15[Break/Snack
Microsoft's list of changes that Excel ; -
does not track or highlight. 0:45 Redwoods hike
1:00:Team building exercise Selectacelltoseea
2:00Dinner summary of the changes
You cannot use Track Changes if your -
workbook includes tables. To remove a 1200

table, select it, click the Design tab, then click Convert to Range.

To turn on Track Changes: FORMULAS DATA REVIEW | VIEW

X € P D how
1. From the Review tab, click ) 7 gésmwmldecommem Eﬁ @ @ - Protect and Share Workbook

IG5 Show All Comments 5 Allow Users to Edit Ranges

the Track Changes command, Delete Previous Next Protect Protect  Share .-
then select Highlight /25 Show Ink Sheet Workbook Workbook |[# Track Changes ~
Changes... from the drop-down Comments Ch 3 Highlight Changes...
menu. 1 )@ Accept/Reject Changes

2. The Highlight Changes dialog box will appear. Check the box next to Track changes while editing.
Verify the box is checked for Highlight changes on screen, then click OK.

3. If prompted, click OK to allow Excel to save
your workbook.

EIratk changes while editing, This also shares your workbook, |

Highlight which changes
When: Al

D Whao: |E'.rer1rone

& This action will now save the workbook, Do you want to continue?

DWhege: |
4, Track Changes will be turned on.
Highlight changes on screen A triangle and border color will appear in any
- cell you edit. If there are multiple reviewers,

List changes on a new sheet each person will be assigned a different color.
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Facilitator
Exec team

1:00:Breakfast, welcome

Garth

0:30! Introduction

1:00{Work relationships exercise Garth, Dean, Liz

5. Select the edited cell to see a

0:15!Break

summary of the tracked changes. In

2:00Cady Falls hike (stra | i

our example below, we've changed

1:00{Lunch (with str game team)

the content of cell E11
from ? to Tyler.

Breakfast, welcome

0:15!Strategy debglef TBD

Execteam

When you turn on Track Changes, your

Introduction

Garth

workbook will be shared automatically.

Work relationships exercisi

Garth, Dean, Liz

Shared workbooks are designed to be

Break Javier Flores, 4/15/2013 10:23 AM:
stored where other users can access and  |cady ralls hike (strategy game?|"* [Tyler oy Changed cell E11 from '?' to "Tyler',
edit the workbook at the same time, Lunch with strategy game team)
such as a network. _However, you can Strategy debrief TeD
also track changes in a local or personal 5 cee Liz for info

copy, as seen throughout this lesson.

Strengths exercise

To list changes on a separate worksheet:

You can also view changes on a new worksheet,
lists everything in your worksheet that has been
the new value (current cell content).

sometimes called the Tracked Changes history. The history
changed, including the old value (previous cell content) and

Save your workbook.

FORMULAS

@ \_g l_gﬁismwmmecnmment D ,T ,@
IS Show All Comments

Protect Protect Share

Next
£ Show Ink Sheet Workbook Workbook |13 Track Changes =
Cha G Highlight Changes...

| %) Accept/Reject Changes

DATA REVIEW VIEW

& Protect Shared Waorkbook
R Allow Users to Edit Ranges
Delete Previous

Comments

2. From the Review tab, click the Track
Changes command, then
select Highlight Changes... from the
drop-down menu.

3.

Track changes while editing. This also shares your workbook.

Highlight which changes

When: | &l

D Who:

| Everyone

st changes on a new she

To remove the History worksheet from your wo
the box next to List changes on a new sheet

Reviewing changes

The Highlight Changes dialog box will appear. Check the box next to List changes on a new sheet,

The history ends with the changes saved on 4/15/2013 at 11:21 AM.

then click OK.
4. The tracked changes will be listed on their own
worksheet, called History.
A B C D E F G H L
Action New old
1 Number|+ Date ||Time '*|Who "|Chinge E'Lsheet [+ \_Range:' \_Vallle |v}_VaIue§v
H 114/15/2013 11:21 AM Javier Flores Cell Change Agenda Planner E6 Tyler ?
3 2 4/15/2013 11:21 AM Javier Flores Cell Change Agenda Planner E8 Julia TED
4 3 4/15/2013 11:21 AM Javier Flores Cell Change AgendaPlanner D9 Getting to know your team 7
5 4 4/15/2013 11:21 AM Javier Flores Cell Change Agenda Planner D11 Break/snack Break
3
7
8

Agenda Planner Himry. ®

rkbook, you can either save your workbook again or uncheck
in the Highlight Changes dialog box.

Tracked changes are really just suggested changes. To become permanent, the changes must be accepted.
On the other hand, the original author may disagree with some of the tracked changes and choose

to reject them.

To review tracked changes:

e

1. From the Review tab, click Track
Changes, then
select Accept/Reject

Changes from the drop-down menu.

FORMULAS

Delete Previous

DATA REVIEW VIEW

“& Protect Shared Workbook

|_; QJShDW,’HIdECOmmEnt D E @

D Show All Comments
MNext . Protect Protect  Share
i) Show Ink Sheet Workbook Warkbaok E"‘ Track Changes ~

Cha [ Highlight Changes...

EF Allow Users to Edit Ranges

Comments

ﬁ Accept/Reject Changes h
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2. If prompted, click OK to save your D EERE
workbook. When: | Not yet reviewed|
3. A dialog box will appear. Make sure the [ who: |Everyone
box next to the When: field is checked
and set to Not yet reviewed, then
click OK.

|:| Where: |

4. A dialog box will appear.
Click Accept or Reject for each change in the workbook. Excel will move through each change
automatically until you have reviewed them all.

B c D E F
10:30 AM 1:00;Work relationships exercise Garth, Dean, Liz . . -
10:45 AM 0:15.Break 5. Even after accepting or r(_a]ectlng changes,
12:45 PM 2:00/Cady Falls hike (strategy game?)  [Tyler the tracked changes will still appear in
1:45 PM 1:00iLunch (wi;h;tra{tegygamateem) your WOrkbOOk. TO remove them
2:00 PM 0:15:5trategy debrie TBD 1
3:00 PM 1:00iGetting to know your team See Liz forinfo CompIEtEIy’ you “ nEEd FO turn Off TraCk
4:00 PM 1:00{Strengths exercise Changes. From the Review tab,
. aasPM click Track Changes, then
5:00 PM - -
200 oM ol p——— select Highlight Changes from the drop-
8:00 PM 2.0t | |avier Flores, 4/15/2013 10:38 AM: ~ down menu.

12:0( | | Changed cell ES from 7' to Tyler.

FORMULAS ~ DATA  REVIEW | VIEW

X € 21 & Show/Hide Comment Pratect Shared Workbook
Accept | | Reject ‘ | Accept All | ‘ Reject All | ‘ Close \J |_; L; D E‘ ’@ i
)

I Show All Comments EF Allow Users to Edit Ranges

Delete Previous Next | Protect Protect  Share
£ Show Ink Sheet Workbaok Workbook
Comments Cha [ Highlight Changes...
6. A dialog box will appear. Uncheck the box next 1
. aa e . Accept/Reject Changes
to Track changes while editing, then click OK. B Aty ’
7. Click Yes to confirm that you want to turn off Track

e s e Changes and stop sharing your workbook.

Highlight which changes
When: [l

[lwno: |evenyone This ction il emave th warkbook from shased i, T change hisony il be ersed,and other uss who reedting i workbaok il ot b ablet save helr hanges,even you
[] Where: | shari this warkbosk again,

Remare the warkbook from ihared use!

Highlight changes on screen
[ List changes on a new sheet +To make the workhook exclusive, dick Tes.

+To cancel and seburn fo ihared mode, cick No.

To accept or reject all the changes at once, click Accept All or Reject All in the Accept or Reject Changes
dialog box.

Turning off Track Changes will remove any tracked changes in your workbook. You will not be able to view,
accept, or reject changes; instead, all changes will all be accepted automatically. Always review the
changes in your worksheet before turning off Track Changes.

Comments

Sometimes you may want to add a comment to provide feedback instead of editing the contents of a cell. While
often used in combination with Track Changes, you don't necessarily need to have Track Changes turned on to
use comments.

1 : Facilitator
2 8:00 AN 9:00 AM 1:00:Breakfast, welcome Execteam
To add a comment: 3 9:00 AM 9:30 AM 0:30:Introduction Garth
4 9:30 AN 10:30 AM 1:00:Work relationships exercise Garth, Dean, Liz
5 10:30 AM 10:45 AM 0:15;Break
1. Select the cell where you 6 10:45 AM 12:45 PM 2:00:cady Falls hike (strategy game?)  [Tyler
want the comment to appear. 7 12:45PM 1:45PM 1:00:Lunch (with strategy game team)
In our example, we'll select 8 1:45 PM 2:00 PM 0:15!Strategy debrief TBD a
cell ES. 9 2:00 PM 3:00 PM 1:00({Getting to know your team See Liz for info
10 3:00 PM 4:00 PM 1:00:Strengths exercise
1" 4:00 PM 4:15 PM 0:15!Break
12 4:15 PM 5:00 PM 0:45:Redwoods hike Dean
13 5:00 PM 6:00 PM 1:00:Team building exercise Garth, execteam
14 6:00 PM 8:00 PM 2;00:Dinner
15 |Total 12:00
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FORMULAS

ELAYOUT
<« > {7 Show/Hide Comment

5 Show All Comments
Mew l} Delete Previous Mext D

DATA REVIEW VIEW

2. From the Review tab, click the New
Comment command.

Comment 5 Show Ink
3. A comment box will appear. Type your comment, Comments
then click anywhere outside the box to close the comment.

: Facilitator 4, The comment will be added to the cell,
1:00;Breakfast, welcome Exec team represented by the red triangle in the top-
0:30iIntroduction Garth .
1:00:Work relationships exercise Garth, Dean, Liz ri g ht corner.
0:15;Break
2:00:Cady Falls hike (strategy game?)  [Tyler
1:00iLunch (with strategy game team) Tons] Fb";: 1 {Facilitator
0:15:Strategy debrief TBD Julia might be willing to 2 8:00 AM 9:00 AM 1:00:Breakfast, welcome Execteam
1:00|Getting to know your team See Liz for info o I| I p 3 9:00 AM 9:30 AM 0:30:Introduction Garth
1:00;Strengths exercise 4 9:30 AM 10:30 AM 1:00:Work relationships exercise Garth, Dean, Liz
0:15:Break 2 5 10:30 AM 10:45 AM 0:15{Break
0:45:Redwoods hike Dean 6 10:45 AM 12:45 PM 2:00iCady Falls h Tyler
1:00:Team building exercise Garth, exec team 7 12:45 PM 1:45 PM 1:00}Lunch (with
2:00:Dinner 8 1:45 PM 2:00 PM 0:15iStrategy del Ao EE—
12:00 9 2:00 PM 3:00 PM 1:00[Getting to k see Liz for info

10 3:00 PM 4:00 PM 1:00iStrengths exercise ]
1 4:00 PM 4:15PM 0:15:Break
5.  Select the cell again to view the comment. 2 sbPM S00PM 0:d5iRedwoods ke __ Dean
13 5:00 PM 6:00 PM 1:00:Team building exercise Garth, exec team
14 6:00 PM 8:00 PM 2:00:Dinner
15 Total 12:00
1:00;Breakfast, welcome Execteam
0:30iIntroduction Garth
1:00:Work relationships exercise Garth, Dean, Liz
0:15:Break
2:00:Cady Falls hike (strategy game?)  [Tyler
1:00:Lunch (with strategy game team) Javier Flores:
0:15:Strategy debrief TBD {.‘-I Julia might be willing to
1:00[Getting to know your team See Liz for info lead this activity .
1:00:Strengths exercise
0:15:Break
0:45:Redwoods hike Dean
1:00:Team building exercise Garth, exec team
2:00:Dinner
12:00
To edit a comment:
E LAYOUT FORMULAS DATA REVIEW VIEW
1. Select the cell containing the comment you want to D I__|7| |__|7] |j &4 Show/Hide Comment
edit. DShowAII Comments
Edit I} Delete Previous Mext
2. From the Review tab, click the Edit Comment 5 Show Ink
Comment command. Comments

F G H
:Facilitator
1:00:Breakfast, welcome Execteam
3.  The comment box will appear. Edit 0:30: Introduction : Garth .
. . 1:00!Work relationships exercise Garth, Dean, Liz
the comment as desired, then click 0115/ Break
anywhere outside the box to close the 2:00iCady Falls hike (strategy game?)  TTyler
comment. 1:00!Lunch (with strategy game team) Javier Florau:
0:15:Strategy debrief TBD Julia might be willing to
1:00[Getting to know your team See Liz forinfo lead this activity.. |
1:00iStrengths exercise ;:;r?tzllk:}[w: Susdbe
0:15:Break 2]
0:45!Redwoods hike Dean
1:00iTeam building exercise Garth, exec team
2:00;Dinner
12:00
To show or hide comments:
E LAYOUT FORMULAS DATA REVIEW VIEW

1. From the Review tab, click the Show All
Comments command to view every comment
in your worksheet at the same time.

« E 29 Show/Hide Comment
. ||=|__plShowAII Comments
Mew Delete Previous Mext
Comment
Comments
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F G H
: ‘Facilitator
| Breakfast, welcome Execteam
2. All comments in the Introduction Garth
worksheet will appear. Click Work relationships exercise Garth, Dean, Liz
the Show All Break
Comments command again to Cady Fa"_S hike (strategy game?) Javier Flores:
hide them. Lunch [with strategy game team) I think the game during [ Flores: Julia

the hike will be enough-- [ il <
Y night be willing to lead
we don't need two back- hig activity... Il

=

Strategy debrief

Getting to know your team S8t0-back ulia Fillory: Sure, Td be
Strengths exercise | |glad W '
'Break_-"sna ck : :

Javier Flores:

=]

Redwoods hike
Team building exercise

How many miles is this
hike? We'll need to make
sure to allot enough
time!

T

Dinner

ELAYOUT FORMULAS DATA REVIEW VIEW

E/J @ D D i) Show/Hide Comment
i K 5 Show All Corrl%ents
Edit Delete Previous MNext Protect Protect

Comment 15 Show Ink Sheet Workboo

Comments

You can also choose to show and hide individual
comments by selecting the desired cell and then - | Lunch (with strategy game team)
clicking the Show/Hide Comment command.

C D E

H ‘Facilitator
1:00:Breakfast, welcome Execteam
0:30!Introduction Garth
1:00:Work relationships exercise Garth, Dean, Liz
0:15:Break

2:00:Cady Falls hike (strategy game?) i :kwier Flores:
1:00|Lunch (with strategy game team) 1 think the game during
0:15Strategy debrief the 2”‘9 Wigeze enogghk—

't T -
1:00|Getting to know your team Sq tv;?ha[;: " 0 bac
1:00:Strengths exercise

0:15|Break/snack

=

0:45:Redwoods hike Dean
To delete a comment: 1:00:Team building exercise Garth, execteam
2:00:Dinner

L 12:00

1. Select the cell containing the comment you
want to delete. In our example, we'll select cell ES8.
F G H
: {Facilitator
1:00:Breakfast, welcome Exec team 2. From the Review tab, CliCk
{30 Introduction __ . Garth - the Delete command in
1:00!Work relationships exercise Garth, Dean, Liz
0:15 Break the Comments group.
2:00iCady Falls hike (strategy game?) Tyler
1:00:Lunch {with strategy game team) Javier Flores:
0:15Strategy debrief Julia op Julia might be willing to
1:00iGetting to know your team See Liz for info ;I[:aﬁl]‘lllslgsvmlstyure pon.
1:00{Strengths exercise il £ ' ELAYOUT FORMULAS DATA REVIEW VIEW
0:15:Break * .
0:45 Redwoods hike Dean E’J xlj S D 2 Show/Hide Comment
1:00! Team building exercise Garth, exec team . . "=D Show All Comments
2:00 Dinner Edit Delete Previous MNext o
0 Comment % 5 Show Ink
Comments
3. The comment will be deleted.
C D E F

1:00: Breakfast, welcome Exec team

0:30; Introduction Garth

1:00:Work relationships exercise Garth, Dean, Liz

0:15:Break

2:00: Cady Falls hike (strategy game?) Tyler
1:00: Lunch (with strategy game team)

0:15:Strategy debrief Julia

1:00: Getting to know your team See Liz for info
1:00:Strengths exercise

0:15:Break

0:45: Redwoods hike Dean

1:00: Team building exercise Garth, exec team

2:00;Dinner
12:00
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ter-22 Finalizing and Protecting Workbooks

Introduction

Before sharing a workbook, you'll want to make sure it doesn't include any spelling errors or information you want
to keep private. Fortunately, Excel includes several tools to help finalize and protect your workbook,
including Spell Check and the Document Inspector.

To use Spell Check: HOME ~ IMSERT  PAGELAYOUT ~ FORMULAS  DATA  REVEW  VIEW
ABC == = :
1.  From the Review tab, click v EQ EE B}?;E (5 9 (-|_|_7| -)l_g éz:x:;t::::t
the Spelling command. Spelling Research Thesaurus  Translate New  Delete Previous Mext |
Comment i Show Ink
I}Proofmg Language Comments
2. The Spelling dialog box will appear. For each spelling error in your worksheet, Spell Check will try to

offer suggestions for the correct spelling. Choose a suggestion, then click Change to correct the error.

‘Facilitator

7 8:00 AM 9:00 AM 1:00;Breakfast, welcome Execteam 3. A dialog box will appear
3 9:00 AM 9:30 AM 0:30:Introduction Garth after reviewing all spelling
9 9:30 AM 10:30 AM 1:00{ Work relationships exerecise Garth, Dean, Liz errors. Click OK to close
10 10:30 AM 10:45 AM 0:15:Break SpeII Check
1 10:45 AM 12:45 PM 2:00iCady Falls hike (stratgy game?) Tyler
12 12:45PM 1:45 PM 1:00:Lunch {with strategy game team)
13
14 Liz for info
15 Mat in Dictionary: & Spell check complete, You're good to ga!
16 eXerecise | ‘ lgnore Once ‘
138 ith, exec team
b
20 |Total Suggestions:

R :
21 exercised = If there are no appropriate
;i e suggestions, you can also enter the
5 o] Autecorea correct spelling manually.
25 Dictionary language: |Eng|ish {United States) |E|
27

Ignoring spelling "errors"

Spell Check isn't always correct. It will sometimes mark certain words as incorrect, even if they're spelled
correctly. This often happens with names, which may not be in the dictionary. You can choose not to change a
spelling "error" using one of three options:

1. Ignore Once: This will skip the word without changing it.

2. Ignore All: This will skip the word without changing it and also skip all other instances of the word
in your worksheet.

3. Add: This adds the word to the dictionary so it will never appear as an error again. Make sure the
word is spelled correctly before choosing this option.

Document Inspector

Whenever you create or edit a workbook, certain personal information may be added to the file automatically.
You can use the Document Inspector to remove this kind of information before sharing a workbook with others.

Because some changes may be permanent, it's a good idea to save an additional copy of your workbook before
using the Document Inspector to remove information.
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To use the Document Inspector:
1. Click the File tab to access Backstage view.

2.

3. The Document Inspector will appear. Check or

uncheck boxes, depending on the content you want to

review, then click Inspect. In our example, we'll
leave everything selected.

To check the document for the selected content, click Inspect.
‘Comments and Annotations -
Inspects the document for comments and ink annotations.
Document Pr rties and i
Inspects for hidden metadata or personal information saved with the document.
Data Model
Inspects Data Model for embedded data that may not be visible on the sheets,
Content Apps
Inspects for Content apps saved in the document body.
Task Pane Apps
Inspects for Task Pane apps saved in the document.
Custom XML Data
Inspects for custom XML data stored with this document.
Headers and Footers
Inspects the workbook for information in headers and footers.
[ Middan Douse 2nd Fabimne hd

5. When you're done, click Close.

Review the inspection results.

0 Comments and Annotations
Mo items were found.

Document perties and Personal
Document properties and personal information were successfully removed.

Data Model
Mo embedded data found in the Data Model.

Content Apps
‘We did not find any Content apps for Office,

Task Pane Apps
‘We did not find any Task Pane apps for Office.

Custom XML Data
Mo custom XML data was found.

From the Info pane, click Check for Issues, then
select Inspect Document from the drop-down menu.

-97-

Team Building Retreat - Excel

Info

Team Building Retreat
My Documents

Protect Workbook

Control what types of changes people can make to this workbook.
Protect

Workbook ~

Inspect Workbook
Before publishing this file, be aware that it contains:
¥ Content that people with disabilities are unable to read

ai

= A setting that automatically remaves properties and personal information)

Inspect Document
Check the werkbook for hidden properties
or personal information. [y

ed in your file

&
(&

Account
Check Accessibility

Check the workbook for content that people
with disabilties might find difficult to read.
Check Compatibility

Check for festures not supported by sarlier
versions of Excel.

Options:

if this file.

The inspection results will appear. In our
example, we can see that our workbook
contains some personal information, so we'll
click Remove All to remove that information
from the workbook.

Review the inspection results.
0 Comments and Annotations ~
No items were found.
! Document Properties and i Remove All
The following document information was found: k
* Document properties
* Author
* Absolute path to the workbook
@ DpataModel
Mo embedded data found in the Data Model,
0 Content Apps
‘We did not find any Content apps for Office,
° Task Pane Apps
‘We did not find any Task Pane apps for Office.
@ cCustom XML Data
Mo custom XML data was found.
0 Headers and Footers
Mn hazdare nr fratars wars fannd v
1 Note: Some changes cannot be undone.

Protecting your workbook

Headers and Footers
Mo headers or footers were found.

@ Hidden Rows and Columns s

1 Note: Some changes cannot be undone.

Close

To protect your workbook:

1. Click the File tab to access Backstage view.
2.

By default, anyone with access to your workbook will be able
to open, copy, and edit its content unless you protect it.
There are many different ways to protect a workbook,
depending on your needs.

From the Info pane, click the Protect Workbook command.
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3. In the drop-down menu, choose the option that best suits your needs. In our example, we'll
select Mark as Final. Marking your workbook as final is a good way to discourage others from editing
the workbook, while the other options give you even more control if needed.

Teamn Building Retreat - Excel

Info

Team Building Retreat

My Docurments

9 Protect Warkbook

Control what types of changes people can make to this workboolk,

D Mark as Final
a Let readers know the workbook is final and

make it read-only. I}
Encrypt with Password that it contains:
} Require a password to open this workbook, ilities are unable to read
Towves properties and personal information
@:ﬁ Protect Current Sheet

Control what types of changes people can ved in your file

make to the current sheet.
SHEETI Eﬁ Protect Workbook Structure

. Prevent unwanted changes to the structure
Options of the workbook, such as adding sheets. of this file.

D Restrict Access
& Grant people access while removing their 4
ability to edit, copy, or print.

D Add a Digital Signature
ﬁ Ensure the integrity of the workbook by
adding an invisible digital signature. rorkbook is viewed on the Web.

Browser View
Options

4. A dialog box will appear, prompting you to save. Click OK.

5. Another dialog box will appear. Click OK.

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

o When a document is marked as final, the status property is set to “Final® and typing, editing commands, and proofing marks are turned off.
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

] Don't show this message again

6. The workbook will be marked as final.
H ©- &- = Team Building Retreat [Read-Only] -
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
0 MARKED AS FINAL An author has marked this workbook as final to discourage editing.
C2s A Je

C

A B
eb Event::Team Building Retreat
BICFUELS Location::Waverly Point Nature Preserve
Date::iSaturday, August 10, 2013
AGENDA PLANNER

Marking a workbook as final will not prevent someone from editing it. If you want to prevent people from
editing it, you can use the Restrict Access option instead.

oW =
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Capter-23 Conditional Formatting

Introduction

Let's say you have a worksheet with thousands of rows of data. It would be extremely difficult to see patterns and
trends just from examining the raw information. Similar to charts and sparklines, conditional

formatting provides another way to visualize data and make worksheets easier to understand.

Understanding conditional formatting

Conditional formatting allows you to automatically
apply formatting—such as colors, icons, and data

bars—to one or more cells based on the cell value. To

do this, you'll need to create a conditional
formatting rule. For example, a conditional
formatting rule might be: If the value is less than
$2000, color the cell red. By applying this rule,
you'd be able to quickly see which cells contain values

A

B C

D E

Salesperson
Albertson, Kathy
Allenson, Carol
Altman, Zoey
Bittiman, William
Brennan, Michael
Carlson, David
Collman, Harry
Counts, Elizabeth
10| David, Chloe

W o W b W =

May June
$3,947.00 $557.00
$4,411.00 $1,042.00
$2,521.00 $3,072.00
$4,752.00 $3,755.00
$4,964.00 $3,152.00
$2,327.00 $4,056.00
$3,967.00 $4,906.00
$4,670.00 5521.00
$3,379.00 $3,428.00

July Aug.
$3,863.00 51,117.00
$9,355.00 $1,100.00
$6,702.00 $2,116.00
$4,415.00 $1,089.00

$11,601.00 $1,122.00
$3,726.00 $1,135.00
$9,007.00 $2,113.00
$4,505.00 51,024.00
$3,973.00 $1,716.00

less than $2000.

To create a conditional formatting rule:

In our example, we have a worksheet containing sales data, and we'd like to see which salespeople are meeting
their monthly sales goals. The sales goal is $4000 per month, so we'll create a conditional formatting rule for any

cells containing a value higher than 4000. . 8 . ¢ | o . £ ‘
1 Salesperson May June July Aug.

1. Select the desired cells for the conditional 2 |Albertson, Kathy $3,947.00 $557.00 $3,863.00 $1,117.00
formatting rule. 3 |Allenson, Carol $4,411.00 $1,042.00 $9,355.00 $1,100.00

2. From the Home tab, click the Conditional 4 | Altnan, Zoey $2,521.00 $3,072.00 $6,702.00 $2,116.00
Formatting command. A drop-down menu 5 |Bittiman, William $4,752.00 $3,755.00 5$4,415.00 $1,089.00

will appear. 6 |Brennan, Michael $4,964.00 $3,152.00 $11,601.00 $1,122.00

3. Hover the mouse over the 7| Carlson, David $2,327.00 $4,056.00 $3,726.00 $1,135.00
desired conditional formatting type, then 8 |Collman, Harry $3,967.00 $4,906.00 $9,007.00 $2,113.00
select the desired rule from the menu that 9 |Counts, Elizabeth $4,670.00 5521.00 $4,505.00 $1,024.00
appears. In our example, we want 10| David, Chloe $3,379.00 $3,428.00 $3,973.00 $1,716.Q9

to highlight cells that are greater
than $4000.

%ﬁ! Normal Bad Good 4, A dialog box will appear. Enter the desired
Conditional | Format as | Neutral Check Cell E value(s) into the blank field. In our example,
- we'll enter 4000 as our value.

Farmatting = Table -

5. Select a formatting style from the drop-
| Highlight Cells Rules » Greater Than...
| n [y | down menu. In our example, we'll
. @3 choose Green Fill with Dark Green Text,
| Top/Bottom Rules » Less Than... o then click OK.

3 E Between...
3 ?El Equal To...
=l

3 ?l Text that Contains...
|

E g A Date Occurring...

Duplicate Values...

Format cells that are GREATER THAN:

4000

with |Green Fill with Dark Green Text lz“

oK M | cance |

] MewRule...
E; Clear Rules 3
B ManageRules...

More Rules...
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6. The conditional formatting will be applied to the selected cells. In our example, it's easy to see which
salespeople reached the $4000 sales goal for each month.

o

Bittiman, William
Brennan, Michael
Carlson, David

o - o

$4,752.00 $3,755.00

$4,415.00 $1,089.00

$4,964.00 $3,152.00 $11,601.00 $1,122.00

$2,327.00 $4,056.00

$3,726.00 $1,135.00

A

B C

A B C D E
1 Salesperson May June July Aug. You can apply multiple conditional formatting rules to a
> Albertson, Kathy ~ $3,947.00 $557.00 $3,863.00 $1,117.00 cell range or worksheet, allowing you to visualize
3 Allenson, Caral $4,411.00 $1,042.00 $9,355.00 $1,100.00 different trends and patterns in your data.
+ Altman, Zoey $2,521.00 $3,072.00 $6,702.00 $2,116.00

D E

Salesperson

May June

July Aug.

2 |Albertson, Kathy $3,947.00 $557.00 $3,863.00 $1,117.00

Collman, Harry $3,967.00 $4,906.00 $9,007.00 $2,113.00 + | Allenson, Carol $4.411.00 $1042.00 $9,355.00 $1100.00

s Counts, Elizabeth ~ $4,670.00 $521.00 $4,505.00 $1,024.00 & Altman, Zoey $2.521.00 $3,072.00 $6,702.00 $2.116.00

10 David, Chloe $3,379.00 $3,428.00 $3,973.00 $1,716.00 5 |Bittiman, Willlam ~ $4,752.00 $3,755.00 $4,415.00 $1,089.00

& |Brennan, Michael $4,964.00 $3,152.00 $11,601.00 $1,122.00

7 |Carlson, David $2,327.00 $4,056.00 $3,726.00 $1,135.00

s |Collman, Harry $3,967.00 $4,906.00 $9,007.00 $2,113.00

s [Counts, Elizabeth ~ $4,670.00 $521.00 $4,505.00 $1,024.00

To remove conditional formatting: 10| David, Chloe $3,379.00 $3,428.00 $3,973.00 51,716.00

1. Click the Conditional Formatting command. A drop-down menu will appear.

2. Hover the mouse over Clear Rules, and choose which rules you want to clear. In our example, we'll

select Clear Rules from Entire Sheet to remove all conditional formatting from the worksheet.

@ Mormal Bad Good
Conditional | Format as | Neutral [calculation | ’; 3. The conditional formatting will be removed.
Fu * Table~
Et'_El Highlight Cells Rules » styles A é = o E
1 |Salesperson May June July Aug.
[ ToprBottom Rules  + | 2 |Albertson, Kathy $3,947.00 $557.00 $3,863.00 $1,117.00
| L M N o
1 3 |Allenson, Carol $4,411.00 $1,042.00 $9,355.00 $1,100.00
Data Bars , 4 |Altman, Zoey $2,521.00 $3,072.00 56,702.00 $2,116.00
5 | Bittiman, William $4,752.00 $3,755.00 $4,415.00 $1,089.00
' & |Brennan, Michael $4,964.00 $3,152.00 $11,601.00 $1,122.00
N 7 |Carlson, David $2,327.00 $4,056.00 $3,726.00 $1,135.00
2 |Collman, Harry $3,967.00 $4,906.00 $9,007.00 $2,113.00
Bl NewRule.. s |Counts, Elizabeth $4,670.00 $521.00 $4,505.00 $1,024.00
B° Heznlils ' Clear Rules from Selected Cells 10 | David, Chloe $3,379.00 $3,428.00 $3,973.00 $1,716.00

[E] Manage Rules...

Clear Rules from Entire Sheet

Show formatting rules for:
Click Manage Rules to edit or Euewrute.. | G gatrue.. | ‘xgm’““'ﬂ « [+
delete individual ruleS ThlS iS eSpeCia“y Rule [applied in order shown)  Format I'\?App\lesto Stop If True
useful if you have applied multiple Cell Value < 2000 AaBbCecYyZz I=$B$2:$E$1D
rules to a worksheet. Cell Value > 4000 AaBbCcYyZz ‘=$B$2:$E$1D O

Conditional formatting presets

Excel has several predefined styles—or presets—you can use to quickly apply conditional formatting to your data.
They are grouped into three categories:

° Data Bars are horizontal bars added to
each cell, much like a bar graph. $3,863.00 5$1,117.00 $8,237.00 $8,690.00
$0,355.00 $1,100.00 $10,185.00  S$18,749.00
$6,702.00  $2,116.00 $13,452.00  $8,046.00
$4,415.00 $1,089.00 54,404.00 | $20,114.00
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Color Scales change the color of each cell based on its value. Each color scale uses a two- or three-
color gradient. For example, in the Green - Yellow - Red color scale, the highest values are green,
the average values are yellow, and the lowest values are red.

$8,237.00 $8,690.00

$9,355.00/ $1,10000 $10,185.00  $18749.00
$6,702.00 $2,116.00 $13,452.00  $8,046.00

$4,415.00 $4,404.00 | $20,114.00

$3,863.00

Icon Sets add a specific icon to each cell
based on its value.

§ $3,863.00 §$1,117.00 91 $8,237.00 %4 $8,690.00
94 $9,355.00 44$1,100.00 $1$10,185.00 4 $18,749.00
94 $6,702.00 4 $2,116.00 J1$13,452.00 3 $8,046.00
§ $4,415.00 §.$1,089.00 § $4,404.00 4 $20,114.00

A B ‘ c | D | E |
To use preset conditional formatting: 1 |salesperson May e July Aug.
2 |Albertson, Kathy $3,947.00 5$557.00 53,863.00 $1,117.00
1. Select the desired cells for the conditional 3 |Allenson, Carol $4,411.00 $1,042.00 $9,355.00 $1,100.00
formatting rule. 4 |Altman, Zoey $2,521.00 $3,072.00 $6,702.00 $2,116.00
5 |Bittiman, William $4,752.00 $3,755.00 $4,415.00 $1,089.00
) . i 6 |Brennan, Michael $4,964.00 $3,152.00 $11,601.00 $1,122.00
2. Click the Condltlon_al Formatting command. 7 | carlson, David $2,327.00 $4,056.00 $3,726.00 $1,135.00
A drop-down menu will appear. 8 |Collman, Harry $3,967.00 $4,906.00 $9,007.00 $2,113.00
3. Hover the mouse over the desired preset, 9 |Counts, Elizabeth $4,670.00 $521.00 $4,505.00 $1,024.00
then choose a preset style from the menu that 10| David, Chloe $3,379.00 $3,428.00 $3,973.00 $1,716.(%
appears.
Mormal Bad Good
e B :
Conditional Format as | Meutral Calculation Check Cell -
Formatting= Table~
Etv—v;! Styles
.+ Highlight Cells Rules »
I Hwghlig L
1 Top/Bottom Rules » | L M N o
E -EE Data Bars 3
Ho o O EEEE
B weses |2 O G
8 e, =
Clear Rul 3
E; ~iearhuies More Rules...
[E] Manage Rules... m
4. The conditional formatting will be applied to the selected cells.
A B C D E
1 |Salesperson May June July Aug.

2 |Albertson, Kathy $3,947.00

4 |Altman, Zoey

5 | Bittiman, William $4,752.00 $3,755.00 $4,415.00

& Brennan, Michael $4,964.00 $3,152.00

7 |Carlson, David $2,327.00 $4,056.00

5 |Collman, Harry $3,967.00 $4,906.00 5$2,113.00
g |Counts, Elizabeth $4,670.00

10 | David, Chloe $3,379.00 $3,428.00

$2,521.00 $3,072.00

$3,863.00
3 |Allenson, Carol $4,411.00

$6,702.00 $2,116.00
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Chapter-24 PivotTables

Introduction

When you have a lot of data, it can sometimes be difficult to analyze all of the information in your
worksheet. PivotTables can help make your worksheets more manageable by summarizing data and allowing
you to manipulate it in different ways

Using PivotTables to answer questions

A B C D E F

1 Salesperson Region Account Order Amount Month
Let's say we wanted to answer the 2 |Albertsan, Kathy East 29386 $925.00 January
question: What is the amount sold by each 3 |Albertson, Kathy East | 74830 $87500 | February
salesperson? for the sales data in the 4 |Albertson. Kathy Ecst | 90099 $500.00 February
example below. Answering this question could 5 |Albertson, Kathy Eost | 74830 $350.00 March
be time consuming and difficult—each & |Brennan, Mfcme‘ West | 82853 $400.00 January
salesperson appears on multiple rows, and we 7 |Brennan, MfChoe‘ West 72949 $850.00 January
would need to total all of their different orders 8 |Brenganiichac] st | S $1.500.00 LIy
individually. We could use the Subtotal ¢ |Brennan. Michael West 82853 $550.00 February
command to help find the total for each 1? g’en.nq\:‘.‘p’ﬂ'cme‘ :Ve;: Zi;z ;;gg% FN:'Ch
salesperson, but we would still have a lot of av's, Wam ou - sbruary
data to work with 12 |Davis, William South 10354 $850.00 January

’ 13 |Davis, William South 50192 $600.00 March
14 |Davis, William South 27589 $250.00 January
15 |Dumlao, Richard West 87275 $400.00 January

Fortunately, a PivotTable can instantly calculate and summarize the data in a way that's both easy to read
and manipulate. When we're done, the PivotTable will look something like this:

Row Labels |+|Sum of Order Amount
Albertson, Kathy $2,650.00 Once _you've created a PivotTab.Ie, you can use it to answer diffe!'ent
3 Michasl $3,700.00 questions by rearranging—or pivoting—the data. For example, if we

ren.non_. ) lchas S wanted to answer the question: What is the total amount sold in
Darvis, William $1.935.000  each month? we could modify our PivotTable to look like this:
Dumlao, Richard $1,490.00
Flores, Tia $4,565.00
Post. Melissa $1.690.00 Row Labels| | Sum of Order Amount
Thompson, Shannon $3.140.00 January $9.090.00
Walters, Chris $4,375.00 February $9.160.00
Grand Total $23,545.00 March $5.315.00

Grand Total $23,565.00
To create a PivotTable:
1. Select the table or cells (including column headers) containing the data you want to use.
A B (e D E F
Salesperson Region Account Order Amount  Month
oo 2. From the Insert tab, click

Albertson, Kathy $675.00 the PivotTable command.
Albertson. Kathy $350.00
Brennan, Michael 72949 January

HOME  INSERT ~ PAGELAYOUT  FORMULAS

Brennan, Michael IE\-Q D F @ |."<r>" Shapes -
i =

EESmartArt
PivotTable Recommended Table  Pictures Online

PivatTables Pictures f4 ocreenshot =

Dumlao, Richard Tables lllustrations
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3. The Create PivotTable dialog box will appear. Choose your settings, then click OK. In our example,
we'll use Tablel as our source data and place the PivotTable on a new worksheet.

Choose the data that you want to analyze
@ Select atable or range

Table/Range: |Tablel

O Use an external data source
Choose Connedtion..,
Connection name:
Choose where you want the PivotTable report to be placed

@ Mew Worksheet
() Existing Worksheet

Location:

Choose whether you want to analyze multiple tables

(] Add this data to the Data Model

5. Once you create a PivotTable, you'll
need to decide which fields to add. Each
field is simply a column header from

4. A blank PivotTable and Field List will appear on a
new worksheet.
B20 - e v
A B C D E 4 . .
1 PivotTable Fields v X
2 Choose fields to add to report: l:‘
3 -
4 [[] Salesperson
5 PivotTablel [] Region
[] Account

6 | Tobuid areport, choose ] Order Amount
7 | fields from the PivofTable [] Month
2 Field List MORE TABLES...
10
Il Drag fields between areas below:
12 —
13 ) T FILTERS Il COLUMNS

g =
14 l =
15 &
14 ~ ‘[j:l ] = ROWS I VALUES
17
. L]

‘ Sheet? ‘ 2012 Sales | ® : LY ["] Defer Layout Update UPDATE

the source data. In the PivotTable Field
List, check the box for each field you want to add. In our example, we want to know the
total amount sold by each salesperson, so we'll check the Salesperson and Order Amount fields.

PivotTable Fields

Choose fields to add to report:

- X 6.

The selected fields will be added to one of the four
areas below the Field List. In our example,
the Salesperson field has been added to the Rows area,
while the Order Amount has been added to the Values
area. Alternatively, you can click, hold, and drag a field

Salesperson T
[] Region to the desired
[] Account area.
%ﬁlﬂﬂ'm -
onth
7. The PivotTable will calculate and summarize the selected fields.

In our example, the PivotTable s
salesperson.

A B C[4]
1
2_
3 |Row Labels |~ [Sum of Order Amount
4 |Albertson, Kathy 2650
5 |Brennan, Michael 3700
& |Davis, William 1935
7 |Dumlao, Richard 1490
8 |Flores, Tia 4565
2 |Post, Melissa 1690
10 [Thompson, Shannon 3140
11 |Walters, Chris 4375
12 |Grand Total 23565
13 |
14 1
15
16
17 Total amount sold by |
2 each salesperson

2012 5ales |

@ i [

hows the amount sold by each

v X

PivotTable Fields

Choose fields to add to report:

Salesperson
[] Region

] Account
Order Amount
[] Menth

-

S

PivatTable Fields
Choose fields to add to report:

Salesperson
Region

[] Account

Order Amount

[ ] Month

MORE TABLES...

Drag fields betww areas below:

T FILTERS - COLUMMS

WALUES
~ | || sum of Order ... =

[] Defer Layout Update

ROWS

Salespersen

UPDATE

MORE TABLES...

Drag fields between areas below:

T FILTERS Il COLUMNS

= ROWS I VALUES

| Salesperson ‘ ‘ Sum of Order ... *

|| Defer Layout Update UPDATE
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Just like with normal spreadsheet data, you can sort the data in a PivotTable using the Sort & Filter
command in the Home tab. You can also apply any type of number formatting you want. For example, you

may want to change the Number Format to Currency. However, be aware that some types of formatting

may disappear when you modify the PivotTable.

Pivoting data

Row Labels [-+|Sum of Order Amount
Flores, Tia $4,545.00
Walters, Chris $4,375.00
Brennan, Michael $3,700.00
Thompson, Shannon $3,160.00
Albertson, Kathy g265000 Refresh.
Darvis, William $1,935.00
Post, Melissa $1.690.00
Dumlao, Richard $1,490.00
Grand Total $23,5465.00

If you change any of the data in your source worksheet, the
PivotTable will not update automatically. To manually

update it, select the PivotTable and then go to Analyze =*

- 104 -

One of the best things about PivotTables is that they can quickly pivot—or reorganize—data, allowing you to look

at your worksheet data in different ways. Pivoting data can help you answer different questions and
even experiment with the data to discover new trends and patterns.

In our example, we used the PivotTable to answer the question: What is the total amount sold by each
salesperson? But now we'd like to answer a new question: What is the total amount sold in each month?
We can do this by simply changing the field in the Rows area.

To change the row:

1. Click, hold, and drag any existing fields out of the Rows area. The field will disappear.

Drag fields between areas below:

T FILTERS Il COLUMMNS
= ROWS = WALUES
& | | Surmn of Order ... ¥

efer Layout Update UPDATE

3. The PivotTable will adjust—or pivot—to show the new data. In
our example, it now shows the total order amount for each

month.

2. Drag a new field from the Field List into
the Rows area. In our example, we'll use

the Month field.

A3 - F Row Labels v
A | B c [+ . .
] PivotTable Fields T ®
2_ Choaose fields to add to report:
2 |Row Labels| - [Sum of Order Amount
4 [January 9090 L sslesperson
5 |February 9140 L Region
& |March 5315 Ol ezet
Order Amount
7 | Grand Total 23565 Month
‘: MORE TABLES...
10
11 Drag fields between areas below:
12
13 T FILTERS 1l COLUMNS
14
15
e = Rows 3 VALUES
17 [ Menth = | |[ 5um of Order... =
18

-

PivotTable Fields

Choose fields to add to report:

[ ] Salesperson
["] Region

[] Account
Order Amount

MORE TABLES...

Drag fields between area§below:
T FILTERS il LOLUMMS
= ROWS WALUES
Mo%th Sum of Order ... =
=

[] Defer Layout Update UPDATE

Sheet2

2012 sales |

® 4§

] Defer Layout Update UPDATE
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To add columns:

| | Salesperson
I || Region I
. . L_| Account
So far, our PivotTable has only shown one column of data at a time. In Order Arflount
order to show multiple columns, you'll need to add a field to Month
the Columns area. more TasLlE...
1. Drag a field from the Flelfl List into the Columns area. In our Drag fields baween aress below:
example, we'll use the Region field.
T FILTERS Il CoLUumMmMS
Re%
2. The PivotTable will include multiple columns. In our example, there is =
now a column for each region. = ROWS = VALUES
| Month - | | Sum of Order ... = |

Sum of Order Amount Column Labels| - |

- 105 -

PivotTable Fields v

Choose fields to add to report:

Row Labels |~ |East North South West Grand Total | [ Dsferteyeut Update
January 1690 1140 3110 3150 9090
February 1950 1720 2975 1515 9140
March 700 300 3790 525 5315
Grand Total 4340 3140 10875 5190 23545

Filters

Sometimes you may want focus on just a certain section of your
data. Filters can be used to narrow down the data in your PivotTable,

allowing you to view only the information you need.

To add a filter:

In our example, we'll filter out certain salespeople to determine how they

affect the total sales.

1. Drag a field from the Field List to the Filters area. In this example,

we'll use the Salesperson field.

2. The filter will appear above the PivotTable. Click the drop-down
arrow, then check the box next to Select Multiple Items.

A B c D E F G
Salesperson (Al El
|Search i)‘
Sum of

Row La North South West Grand Total

Brennan, Michael

Januan Davis, Willzm 1140 3110 3150 9090

Februa mlao, Richard 1720 3975 1515 9160

March ores, Tia 300 3790 525 5315
1 Post, Melissa r

Grand Thompson, Shannon 3160 10875 5190 23565

Walters, Chris

|Se\ect Multiple tems

oK Cancel

PivotTable Fields v x

Choose fields to add to report:

[ Salesperzon

Region

[ Account
Order Amount
Month

MORE TABLES...

Drag fields between ar below:
T FILTERS I COLUMMS
Salesggrson Region e
=
= ROWS T VALUES
| Month = | | Sum of Order ... = |
[] Defer Layout Update
3. Uncheck the box for any items you don't

want to include in the PivotTable. In our
example, we'll uncheck the boxes for a few
different salespeople, then click OK.

A B C D E F G
Salesperson (Al 7]
‘Seavch ﬂ‘

Sum of

Rowlq -¥lAlbertson, Kathy North South West Grand Total
Jonar e 140 3030 9090
Februa Dumlag, Richard 1720 3975 1515 9180
March| 2 flores Ta 300 3790 525 5315

-] Post, Melissa
Thompson, Shannon

Wialters, Chris,

Grand' 3140 10875 5190

23565

Select Muttiple ltems
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4., The PivotTable will adjust to reflect the

changes.

Slicers

Slicers make filtering data in PivotTables even easier.
faster to use, allowing you to instantly pivot your data

consider using slicers instead of filters.
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A B C D E F G

1 |Salesperson (Multiple Items) ¥

2

3 Sum of Order Amount Column Labels |~/

4 |Row Labels |~ East Nerth South West Grand Tetal

5 |January 925 1140 2755 3150 7970

& |February 1375 1720 1220 1515 5830

7 |March 350 300 2525 525 3700

2 Grand Total 2650 3140 4500 5190 17500

9

10

PIVOTTABLE TOOLS
To add a slicer: REVIEW  VIEW  ANALYZE | DESIGN
. . = = _*4 =
1. Select any cell in the PivotTable. ad = [":‘;
. Inse Insert Filter Refresh Change Data
2. Erom the Analyze tab’ click the Insert Slicer Timeline Connections - Source -
Slicer command. Filter Data

3.

5.

A dialog box will appear. Select the desired field. In our example, we'll select Salesperson, then

click OK.

4.

[#]salesperson
[]region
[JAccount
[[Jorder Amount

[IMaonth

Just like filters, only selected items
are used in the PivotTable. When
you select or deselect items, the
PivotTable will instantly reflect the
changes. Try selecting different items
to see how they affect the PivotTable.
Press and hold the Ctrl key on your
keyboard to select multiple items from
a slicer.

Salesperson B

Albertson, Kathry

[ Brennan, Michael l

Darvis, William

[ Dumlao. Richard

Flores, Tia

| Post, Melissa L |

Thompson, Shannon

Walters, Chris

Pivot Charts

The slicer will appear next to the PivotTable. Each selected

item will be highlighted in blue. In the

example below, the

slicer contains a list of all salespeople, and six of them are

currently selected.

Slicers are basically just filters, but they're easier and
. If you frequently filter your PivotTables, you may want to

A B C D E F

1 |Salesperson (Multiple Items) ||

2

3 |Sum of Order Amount Celumn Labels |- |

4 |[Row Labels | - |East North South West Grand Total
5 January $25 1140 2755 3150 7970
4 |February 13756 1720 1220 1515 5830
7 [March 350 300 2525 525 3700
2 Grand Total 2650 3160 4500 5190 17500
?

Salesperson A

10 e —
11 Albertson, Kathy

1; Brennan, Michael

14 Davwvis, William

::z Dumilao, Richard

;
8 Post, Melissa

19
20 Thompson, Shannon
21 Walters, Chris
22

You can also click the Filter icon in the top-right corner to select all items from
the slicer at once.

Pivot Charts are like regular charts, except they display data from a PivotTable. Just like regular charts, you'll
be able to select a chart type, layout, and style that will best represent the data.
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A B c ] 3 Fo[a]
1 PivotTable Fields M
. . 2 -
To create a PivotChart: 3 ;hmﬂwﬂmm Column labels |+ | Choose fields to add to report: | &~
4 |Row Labels EJurmw February March  Grand Tolal 5 .
. . . 5 |Albertsan, Kathy $92500 $1,37500 $35000  $2.45000 ) Salesperson |
In thI.S example’ our 'PIVOtTable IS 4 |Brennan, Michoel $275000 $55000 $40000 $3700.00 Region
showing each person's total sales per 7 |Davie, Wiliam $110000 $23500 $40000  $1.93500 Account
month. We'll use a PivotChart so we & |Dumlee, Richard $40000 $94500 $12500  $1.490.00 | Order Amount
can see the information more clearly. 9 _[Flores, Tia $1,65500 $985.00 $1.92500  $456500 /| Month -
10[Pest, Melissa $76500  $575.00[0§350.00]  $1.490.00
11 [Thempsan, Shannen 1,14000 $1,720.00 .00 ,180.00
$ $ $300. fa. Drag fields between areas below:
1. Select any cell in vour PivotTable, |12|Walers Chris $355.00 $2755.00 $1,24500  $4375.00
Y Y 13 Grand Tolal $9.090.00 $9,160.00 $5315.00 $23,565.00 T FILTERS Il COLUMNS
:; Salesperson [ Month - =
2. From the Insert tab, click 16 | Aberson. Katry | * = ROWS I VALUES
the PivotChart command. 17 Salesperson ™ | = [ sumef Or... = =
| Brennan, Michael
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW  VIEW ANALYZE DESIGN
0 Shapes~ s - E-%- ga
? B dla? & 0 NI
B Smarthrt LA ]
Recommended Table  Pictures Online Apps for  Recommended . PivotChart  Power
PivotTables Pictures @ Screenshot™  Office - Charts N - View
Tables llustrations Apps Charts & Reports
3. The Insert Chart dialog box will appear.
Select the desired chart type and layout, then click OK.
e Em e
X
All Charts
Sum of Order Amount Column Labels -]
& Recent Row Labels [~ | January February March  Grand Total
S m:“h \E—H \H—H Jﬂm l@_@ J@_@ ﬂﬂ Albertson, Kathy §925.00 $1,37500 $350.00  $2,650.00
a Brennan. Michael $2,750.00 $550.00 $400.00 $3.700.00
M Column Dawis, William $1,100.00 $235.00 $400.00 $1.935.00
: Clustered Column Dumlao. Richard $400.00 $945.00 $12500  $1.490.00
| Line
. - Flores, Tia $1.655.00 $985.00 $1,925.00 $4.565.00
@ P - Post, Melissa $765.00 $575.00 $350.00  $1.650.00
E sar = Thompson, Shannon $1.140.00 $1.720.00 $300.00  $3.140.00
E Walters, Chris $355.00 $2.755.00 $1.265.00 $4,375.00
M Area =g
= —ver Grand Total $9,090.00 $9,140.00 $5,315.00 $23,545.00
XY (Scatter) =
E Stock = I Salesperson 4 Sum of Order Amount
B —_— ] $3.000.00
2 ne
Davis, Will $1,000.00 Month  ~
e e (Eoon = "l b Ll II Al -
5 .
& ) %" < g = 5
<

Try using slicers or filters to change the data that is displayed. The PivotChart will automatically adjust to

show the new data.

Sum of Order Amount Column Labels |~ |

Row Labels 7| January February March  Grand Total
Albertson, Kathy $925.00 $1.375.00 $350.00 $2.650.00
Flores, Tia $1,655.00 $985.00 $1,925.00  $4,565.00
Thompson, Shannon $1,140.00 $1,720.00 $300.00  $3.160.00
Grand Total $3,720.00 $4,080.00 $2,575.00 $10,375.00

Salesperson

Albertson, Kathy

Brennan, Michael
Davis, William

Dumlao, Richard

[ Flores, Tia l

Post, Melissa

[ Thompson, Shannon l

Walters, Chris

Sum of Order Amount

$2,500.00
$2,000.00
$1,500.00
$1,000.00

$500.00

£0.00

Salesperson vY

Flores, Tia

Albertson, Kathy Thompson,

Shannon

Month -
B January
B February

u March
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Chapter-25 What-If Analysis

Introduction

Excel includes many powerful tools to perform complex mathematical calculations, including what-if analysis.
This feature can help you experiment and answer questions with your data, even when the data is incomplete.
In this lesson, you will learn how to use a what-if analysis tool called Goal Seek.

Goal Seek

Whenever you create a formula or function in Excel, you put various parts together to calculate a result. Goal
Seek works in the opposite way: It lets you start with the desired result, and it calculates the input value that
will give you that result. We'll use a few examples to show how to use Goal Seek.

To use Goal Seek (example 1):

Let's say you're enrolled in a class. You currently have a grade of 65, and you need at least a 70 to pass the class.
Luckily, you have one final assignment that might be able to raise your

. COUNTA | i x v =AVERAGE(B2:B6)
average. You can use Goal Seek to find out what grade you need on = (p2:88)
the final assignment to pass the class. A B c =

Assignment Grade

Test 1 58
In the image below, you can see that the grades on the first four Paper 1 70

1

2

3
assignments are 58, 70, 72, and 60. Even though we don't know what 4 |Test2 72
the fifth grade will be, we can write a formula—or function—that 5 |Paper2 60
&
7
8

calculates the final grade. In this case, each assignment is weighted IEst
equally, so all we have to do is average all five grades by Final Grade =AVERAGE(B2.6)
typing =AVERAGE(B2:B6). Once we use Goal Seek, cell B6 will show us

the minimum grade we'll need to make on that assignment.
87 .| fe | =AVERAGE(B2:B6)
A B c D
1 Assignment Grade
1. Select the cell whose value you want to change. Whenever you use 2 Testl 58
Goal Seek, you'll need to select a cell that already contains 3 Paper1 70
a formula or function. In our example, we'll select cell B7 because 4 Test2 77
it contains the formula =AVERAGE(B2:B6). 5 Paper2 60
5 Test3
7|FinalGrade [ 65
2. From the Data tab, click the What-If Analysis command, then 2
select Goal Seek from the drop-down menu. 9
| e e . 3. A dialog box will appear with three fields:
Yl 3 = 3 H isi i
8l Y Yin:’ ee [0 BE X Be 58 o Set cell: This is the cell that will
3 sot | Fiter| PV Tetto Fash Remove  Data  Consolidate| Whatdf |Relsionships  Group contain the desired result. In our example,
Vohdvanced  Columns il Duplicates Validation » Analysis * - cell B7 is already selected.
Sort & Filter Data Tools Scenario Manager...
GoalSeck., o To value: This is the desired result. In
Data Table... F our example, we'll enter 70 because we need
= . = . = to earn at least that to pass the class.
o By changing cell: This is the cell where Goal Seek will place its answer. In our example, we'll

select cell B6because we want to determine the grade we need to earn on the final assignment.
4. When you're done, click OK.

B6 | Fe =AVERAGE(B2:B6)
R - . o . . 5. The dia_alog box wi.II tell you if Goal Seek was
; able to find a solution. Click OK.
> Test1 58
z Paper1 70
4 |Test 2 72
5 Paper2 60
& Test3 H Goal Seeking with Cell BT
7 |Final Grade 65 found a solution.
8

Target value: 70
Current value: 70

]
10

et cell: :
n =4 oK | Cancel
12 To value: -
12 By changing cell: [sese [

14
15
16

!
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The result will appear in the specified cell. In our
example, Goal Seek calculated that we will need to score
at least a 90 on the final assignment to earn a passing
grade.

P

Assignment

Value determined
by Goal Seek

To use Goal Seek (example 2):

Let's say you're planning an event and want to invite as many people as you can without exceeding a budget of

$500. We can use Goal Seek to figure out how many people to
invite. In our example below, cell B4 contains the B4 - Ffe || =B1+B2*B3
formula =B1+B2*B3 to calculate the total cost of a room 8
reservation, plus the cost per person. _A ¢ el
1 Reservation fee $230.00
2 Price per person £14.50
1. Select the cell whose value you want to change. In our 3 Number of guests
example, we'll select cell B4. 4 [Budget Th $23000
5
2. From the Data tab, click the What-If Analysis command, then select Goal Seek from the drop-down
menu.
DATA  REVEW  VIEW  DESIGN 3. A dialog box will appear with three
fields:
A Y. Clear e E‘ E a =/ E 1 =] -)F
2l Y Y. tesools Bl ¥ =) = ﬁ" DD E o) Set cell: This is the cell
3| Sort | Fite o Tetto Flash Remove  Dats  Consolidate What-f Relationships  Group that will contain the desired )
Voadvanced  copmns il Duplcates Validation Analysis~ . result. In our example, cell B4 is
Sort & Filter Data Tools Scenaio Manages.. already selected.
o To value: This is the
Goal Seek.. .
desired result. In our example,
Data Table.. we'll enter 500 because we only
3 G i ! | K ! M L : want to spend $500.

o By changing cell: This is the cell where Goal Seek will place its answer. In our example, we'll
select cell B3because we want to know how many guests we can invite without spending more than
$500.

4. When you're done, click OK.
5. The dialog box will tell you if Goal Seek was able to find a
83 - % | =B1B27B3 solution. Click OK.
A B c D
1 Reservation fee $230.00
2 Price per person $14.50 Goal Seeking with Cell B4
3 Number of guests found a solution,
4 |Budget $230.00, Target valug: 500
5 Current value: 5500.00
3 3
7 [
3 Set cell:
9 To value: 6. The result will appear in the specified cell. In our example,

By changing cell: | $B%3 7

Goal Seek calculated the answer to be approximately 18.62. In
this case, our final answer needs to be a whole number, so we'll
need to round the answer up or down. Because rounding up
would cause us to exceed our budget, we'll round down to 18

12 guests.
B3 - I 18.6206896551724
A B C o]

1 Reservation fee $230.00
2 |Price per person $14.50
3 |Number of guests 18.6207
4 |Budget $500.00
3

As you can see in the example above, some situations will require the answer to be a whole number. If Goal
Seek gives you a decimal, you'll need to round up or down, depending on the situation.
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Other types of what-if analysis

For more advanced projects, you may want to consider the other types of what-if analysis: scenarios and data
tables. Instead of starting from the desired result and working backward, like Goal Seek, these options allow you
to test multiple values and see how the results change.

° Scenarios let you substitute values for multiple cells (up to 32) at the same time. You can create as
many scenarios as you want and then compare them without changing the values manually. In the
example below, we're using scenarios to compare different venues for an upcoming event.

B4 | e 392

Casa Lloma (hourly rate]

Values in B1:B2 are
replaced with new values

12 Changing cells:| [ 5B51:5652

13 Created by Javier Flores on 5/2/2013
Maodified by Javier Flores on 5/2/2013

13
For more information on scenarios, check out this article from Microsoft.

° Data tables allow you to take one or two variables in a formula and replace them with as many
different values as you want, then view the results in a table. This option is especially powerful
because it shows multiple results at the same time, unlike scenarios or Goal Seek. In the example
below, we can view 24 possible results for a car loan.

Loan Amount 20000
Term (months) 60
Interest Rate

Payment (5333.33)

-$386.66| -$331.46
-4612.98| -$474.30| -$391.32| -$336.20
-4617.54| -$478.92| -$396.02) -$340.98
-$622.12| -$483.58| -$400.76) -$345.80
-$626.73 -$105.53| -$350.66

Interest rates

Results

(monthly payments)
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ter-26 Excel 2013: Customizing the Ribbon

To customize the Ribbon in Excel 2013:

You can customize the Ribbon by creating your own tabs with whichever commands you want. Commands are
always housed within a group, and you can create as
many groups as you want in order to keep your tab

organized. If you want, you can even add commands to DATA  REVIEW  VIEW

any of the default tabs, as long as you create a custom
group in the tab. W e WrapTet General - mﬁ £5:7) [
Add Group to Quick Access Toclbar

New Workbook - Excel

== &% Merge & Center
1. Right-click the Ribbon and select Customize the Customize Quick Access Toolbar.. ]
Ribbon... from the drop-down menu. Alignment Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...
G H I Collapse the Ribbon
[T Ema —
5 il olo |>U | << Remoe | | B @Review (-]
Y Filter B V] View
. ) ) Font Ir Develaper
2. The Excel Options dialog box will appear. A Font Color II' 7] Add-Ine
Locate and select New Tab. g Eg:‘;:'f;eus - & [7) Background Removal
& Format Painter
S Freeze Panes 4
A Increase Font Size
Insert Cells...
3 M k th N G i | " d { Inzert Function... [ New Tab lﬁmGloupl [ Rename... I
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H c m Mew Worl
To view the Ribbon in Touch Mode in Excel 2013: HOME 1l Customize Quick Access Toolbar  |aS
MNew
) ) Pz Ea
If you're working on a touch-screen device, you can T [ Open i
enable Touch Mode to create more open space on the fma ?r:w:: Ec , save >:|::t1|:1
Ribbon, making commands easier to tap with your fingers. Workbook View Ernail
AL . Quick Print
1. Click the drop-down arrow to the right of 4 Print Preview and Print
the Quick Access toolbar, then A B Spelling E
select Touch/Mouse Mode from the drop-down 1 U
menu. 5 nee
3 + Redo
4 Sort Ascending
5 Sort Descending
5
2. The Touch/Mouse Mode command will appear on = eI (sl D
the Quick Access toolbar. s More Commands...
3. Click the Touch/Mouse Mode command, then 9 Show Below the Ribbon
select Touch from the drop-down menu. 10
H - & E E Mew World
HOME e e L e e 4. The Ribbon will switch to Touch Mode.
§ Mouse
F jl-_%[ Standard ribbon and commands, l HS ¢4+ New Workhook - Excel
Normal Page Break [ ¢ Optimized for use with mouse. 4, HOME = INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW

Preview on m .

Touch CI . or = = FZ Conditional F
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To turn off Touch Mode, click
the Touch/Mouse Mode command, then

HOME INSERT PAGE LAYOUT FORMULAS DATA REVI]
select Mouse from the drop-down menu.
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Optimize spacing between commands
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What are reference styles? RICL e F- Al T 13

Every Excel spreadsheet

contains rows and columns. Most of
the time, columns are identified

by letters (A, B, C), and rows are
identified by numbers (1, 2, 3). In
Excel, this is known as

the A1 reference style. However,
some prefer to use a different method
where columns are also identified by
numbers. This is known as the R1C1
reference style.

!

!

R1C1 Reference Style A1 Reference Style

W = v Ln e LI PO s
L= R R = R L R

—
=]
-
=]

While the R1C1 reference style is helpful for certain situations, you'll probably want to use the A1l reference style
most of the time. This tutorial will use the Al reference style. If you're currently using the R1C1 reference style,
you'll need to turn it off.
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HOME INSERT PAGE LAYOUT
To turn off the R1C1 reference style:

| Calibri MERr Y
1. Click the File tab to access backstage view. . - A~
Clipboard = Font [F

2. Click Options.

P 3. The Excel Options dialog box will appear. Click Formulas, uncheck the box

next to R1C1 reference style, then click OK. Excel will now use the Al
Share reference style.

Export

General Calculation options

Tz Workbeok Calculation [T] Enable iterative calculation

Proofin ® Automatic Maximum lterations:
5 () Automatic except for data .
ave tables Maximum Change:

La al
Click Formulas, then
uncheck the box workbook before

Ad

Cul saving

Quick ACCESSTN Working with formulas

Add-Ins EB'IC'I reference style ™

Trust Center Formula AutoComplete (0
Use table names in formulas
Use GetPivotData functions for PrvotTable references

4 free alternatives to

Microsoft Office

Microsoft Office is one of the most popular programs on the market, with more than 1 billion users worldwide.
But at $139.99 for just the basic package (Word, Excel, PowerPoint, and OneNote only), it's also a little expensive.
What if you can't afford it?

Thankfully, there are programs like Google Docs, Office Online, Open Office, and LibreOffice. They don't
have as many features as Microsoft Office (think of them as Office lite), but they're free, easy to use, and readily
available online. They're a great alternative if you're looking for something simple or if you can't stomach the
price of Microsoft Office.

We wanted to share these programs with you just in case you hadn't heard of them before. We hope you find
them useful at home, at work, or at school.

Untitled document

Google Docs
9 File Edit View Inset Format Tools Table Help

(=

Google Docs is a web-based program you can & e AP s - lormaltext - Al - n - B 7
access directly from your browser. This means 1 1
there's nothing to download or install—all you
have to do is sign in to your Google

account and navigate to Google Drive (where
Google Docs is housed), and you can create and store files online.

ha

Google Docs comes with all types of useful features, like the ability to share your files with other people so you
can work on them at the same time. You can also access your files on any device, including your phone, tablet,
or a different computer.
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To learn more, visit our Google Drive and Docs tutorials:

Google Drive
° Google Documents
o Google Sheets

Office Online

Microsoft's Office Online is also a web-based program. All you need is a free account—this time, a Microsoft

account—and you can access your files almost anywhere. You can also share your files online and collaborate
with other users.

Julia Fillory | Sign out T

FILE HOME IMSERT PAGE LAYOUT VIEW REVIEW

'OPEN IN WORD
i P =, im -
0 Calibriffody) = 11 = A N B E-iE-&EE AaBbCe | AaBbCc pAaBbCc  AsBbCe "
Paste B r U s ox, x' @ A E====- Harmal Mo Spating  Hesding 1 Hesding2 a
Undo | Clipboard Font Faragragh Styles Editing ~

OWORDS  ENGLISH (5] SAVED TO ONEDRIVE HELP IMPROVE OFFICE

The coolest thing about Office Online is how similar it is to Microsoft Office (after all, both products are made by
Microsoft). It offers many of the same tools and features, just in a simpler, more web-friendly package. The
interface should be a breeze if you have any experience with the desktop version of Office.

Learn more about it with our tutorial:

° OneDrive and Office Online

OpenOffice and LibreOffice

Looking for a more traditional alternative to Microsoft Office? Something that you can actually download and
install on your computer? You might want to check out OpenOffice or LibreOffice.
File Edit View Insert Format Table Tools Window Help

B-E-Um v BE R Y B0 @

4
‘@ |Default [v] [TimesNewRoman  [v] 12 [v] B 7 U E = =
5 I ST B EED I e SEEECREYCEEEs

These programs may not be as slick as Google Docs or Office Online, but they come with a few extra features,
including a tool for creating and managing databases. You can use them for almost all of your home and office
needs, and the environment is remarkably similar to older versions of Microsoft Office.
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